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LEARNING RESOURCES CENTER 
Pitt Community College 

P. O. Drawer 7007 

Greenville, NC 27835-7007 


Students having questions not answered in this publication may 
secure additional information from The Director of Student Per- 
sonnel, Pitt Technical Institute, P. O. Drawer 7007, Greenville, North 
Carolina 27834 

Telephone 756-3130 


Pitt Technical Institute is a comprehensive public technical insti- 
tute operating under the North Carolina Department of Community 
Colleges. The Institute is approved by the North Carolina State Board 
of Education. 


Pitt Technical Institute is accredited by the Southern Association 
of schools and colleges. 
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A MESSAGE FROM THE PRESIDENT 


Welcome to Pitt Technical Institute. Your decision to continue your 
education here at this institute will make you a more productive and 
useful citizen. 


While you are here at Pitt Technical Institute, the faculty, staff, and 
administration stand ready to assist you at all times. We exist because 
of you. 


Your entrance into Pitt Technical Institute has been relatively easy. 
A successful exit will mean dedication and hard work on your part. 


We hope your stay here will be as productive as possible. We hope 
you will use the modern facilities that a generous county and state 
have provided. | hope you will find time to come by my office so that 
we may become better acquainted. 


William E. Fulford, Jr. 
President 


CALENDAR 1970-71 


FALL QUARTER 


September 4 _ Friday 


8,9 Tuesday 
Wednesday 
10 Thursday 
21 Monday 


October 16 Friday 


November 25 Wednesday 
26, 27 Thursday 
Friday 


Instructor Orientation 
Registration 


First day of classes 
Last date for late registration or to drop-add 
a course. 


Mid-quarter grade reports due 


End of fall quarter 
Thanksgiving Holidays 


Total Number of Teaching Days—S55 


WINTER QUARTER 


December 1 Tuesday 


Wednesday 
ll Friday 
18 Friday 
January— 1971 
4 Monday 
22 Friday 
March 2 Tuesday 


Registration 

First day of classes 

Last date for late registration or to drop-add 
a course 

Last day of classes before Christmas Holi- 
days 


First day of classes after Christmas Holidays 
Mid-quarter grade reports due 


End of Winter quarter 


Total Number of Teaching Days—S55 
SPRING QUARTER 


March 8 Monday 
9 Tuesday 

19 Friday 
April 8 Thursday 

13. Tuesday 

16 Friday 
May 26 Wednesday 

28 Friday 


Registration 

First day of classes 

Last date for late registration or to drop-add 
a course 

Last day of classes before Easter Holidays 
First day of classes after Easter Holidays 
Mid-quarter grade reports due | 


End of spring quarter 
Graduation for all two-year students 


Total Number of Teaching Days—55 


SUMMER QUARTER 


June 7 Monday 
8 Tuesday 
18 Friday 


Registration 

First day of classes 

Last date for late registration or to drop-add 
a course 


6 


July 5 Monday 


6 Tuesday 

16 Friday 
August 24 Tuesday 
24 Tuesday 


Independence Day Holiday (July 4 falls on 
Sunday) 

Ry neics resume after Independence Day Hol- 
iday 

Mid-quarter grade reports due 

End of summer quarter 

Graduation for all four quarter students 


Total Number of Teaching Days—55 


June 7 Monday 
8 Tuesday 

11 Friday 
July 5S Monday 
6 Tuesday 


15 Thursday 


SPLIT SESSION 


First Term 


Registration 

First day of classes 

Last date for late registration or to drop-add 
a course 


Independence Day Holiday (July 4 falls on 
Sunday) 

Classes resume after Independence Day Hol- 
day 

Last day of classes 


Total Number of Teaching days—27 


July 16 Friday 
19 Monday 
22 Thursday 


August 24 Tuesday 


Second Term 


Registration 

First day of classes 

Last date for late registration or to drop-add 
a course 


Last day of classes 


Total Number of Teaching Days—27 


CALENDAR 1971-72 
FALL QUARTER 


September 3 Friday Instructor Orientation 
7,8 Tuesday Registration 
Wednesday 
9 Thursday First day of classes 
17 Friday Last date for late registration or to drop-add 
a course 


October 18 Monday Mid-quarter grade reports due 


November 24 Wednesday End of fall quarter 
25,26 Thursday Thanksgiving Holidays 
Friday 


Total Number of Teaching Days—S55 
WINTER QUARTER 


November 30 Tuesday Registration 
December 1 Wednesday First day of classes 
10. Friday Last date for late registration or to drop-add 
a course 
17 Friday Last day of classes before Christmas Holi- 
days 
January— 1972 
3. Monday First day of classes after Christmas Holi- 
days 
24 Monday Mid-quarter grade reports due 
February 29 Tuesday End of winter quarter 


Total Number of Teaching Days—S55 


SPRING QUARTER 


March 6 Monday Registration 
7 Tuesday First day of classes 
16 Thursday Last date for late registration or to drop-add 
a course 

30. Thursday Last day of classes before Easter Holidays 
April 4 Tuesday First day of classes after Easter Holidays 

14 Friday Mid-quarter grade reports due 
May 24 Wednesday End of spring quarter 

26 Friday Graduation for all two-year students 


Total Number of Teaching Days—55 


SUMMER QUARTER 


June 5 Monday Registration 
6 Tuesday First day of classes 


15 


July 4 


i 


August oo. 
pe 


Thursday 


Tuesday 
Wednesday 
Wednesday 


Tuesday 
Tuesday 


Last date for late registration or to drop-add 
a course 


Independence Day Holiday 

Classes resume after Independence Day Holi- 
day 

Mid-quarter grade reports due 

End of summer quarter 

Graduation for all four quarter students 


Total Number of 'Teaching Days—55 


June 5) 
6 

9 

July 4 
5 

13 


SPLIT SESSION 


Monday 
Tuesday 
Friday 


Tuesday 
Wednesday 


Thursday 


First Term 


Registration 

First day of classes 

Last date for late registration or to drop-add 
a course 


Independence Day Holiday 

Classes resume after Independence Day Holi- 
day 

Last day of classes 


Total Number of Teaching Days-——27 


July 14 
iy 
20 
August 22 


Friday 
Monday 
Thursday 


Tuesday 


Second Term 


Registration 

First day of classes 

Last date for late registration or to drop-add 
a course 


Last day of classes 


Total Number of Teaching Days—27 


CALENDAR 1972-73 
FALL QUARTER 


September 1 Friday Instructor Orientation 
5,6 Tuesday Registration 
Wednesday 
7 Thursday First day of classes 
15 Friday Last date for late registration and to drop- 


add a course 
October 12 Thursday Mid-quarter grade reports due 


November 22 Wednesday End of fall quarter 
23 24 Thursday Thanksgiving Holidays 
Friday 


Total Number of Teaching Days—55 
WINTER QUARTER 


November 28 Tuesday Registration 
Wednesday First day of classes 
December 8 _ Friday Last date for late registration or to drop-add 
a course 
15 Friday Last day of classes before Christmas Holi- 
days 
January— 1973 
2 Tuesday First day of classes after Christmas Holidays 
19 Friday Mid-quarter grade reports due 


February 28 Wednesday End of winter quarter 
Total Number of Teaching Days—55 


SPRING QUARTER 


March 5 Monday Registration 
6 Tuesday First day of classes 
15. Thursday Last date for late registration or to drop-add 
a course 

April 11 Wednesday Mid-quarter grade reports due 

19 Thursday Last day of classes before Eastern Holidays 

24 Tuesday First day of classes after Eastern holidays 
May 23 Wednesday End of spring quarter 

25 Friday Graduation for all two-year studenis 


Total Number of Teaching Days—55 


SUMMER QUARTER 


June 4 Monday Registration 
5S Tuesday First day of classes 
14. Thursday Last date for late registration or to drop-add 
a course 


10 


July 4 
5 

12 

August 21 


Wednesday 
Thursday 


Thursday 
Tuesday 


Independence Day Holiday 

Classes resume after Independence Day Holi- 
day 

Mid-quarter grade reports due 


End of summer quarter 


Total Number of Teaching Days—55 


June 4 
5 

8 

July 4 
5 

12 


SPLIT SESSION 


Monday 
Tuesday 
Friday 


W ednesday 
Thursday 


Thursday 


First Term 


Registration 

First day of classes 

Last date for late registration or to drop-add 
a course 


Independence Day Holiday 

Classes resume after Independence Day Holi- 
day 

Last day of classes 


Total Number of Teaching Days—27 


July 13 
16 
19 
August Zl 


Friday 
Monday 
Thursday 


Tuesday 


Second Term 


Registration 

First day of classes 

Last date for late registration or to drop-add 
@ course 


Last day of classes 


Total Number of teaching Days—27 
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STATE OF NORTH CAROLINA 


peewallasiHerring oo... Seaae Chairman State Board of Education 
Bee vountain, Jr. :... ... Director, Department of Community Colleges 


PITT COUNTY BOARD OF COMMISSIONERS 


J. Vance Perkins, Chairman 
Vernon Cox, Vice Chairman 


Charles P. Gaskins R. P. Martin 
Alton Gardner Bruce Strickland 
BOARD OF TRUSTEES 
AGENCY 
NAME AND ADDRESS OCCUPATION APPOINTING 
Dr. Robert Lee Humber, International Lawyer, Pitt County 
Chairman Educator Commissioners 


117 West Fifth Street 
Greenville, N. C. 


Mr. James W. Brewer Businessman Governor 
614 Maple Street 
Greenville, N. C. 


Maen. . Davenport, Jr. President, Thermatics, Pitt County Board 


Farmville, N. C. Inc: of Education 
PlneCGive NC. 

Mr. C. W. Everett Attorney at Law Pitt County Board 

Bethel, N. C. of Education 

Mr. Wiley Gaskins Farmer and Heavy Pitt County 

Grifton, N. C. Equipment Contractor Commissioners 

Mr. Robert L. Ramey Tobacconist Governor 


1802 Rosewood Drive 
Greenville, N.C. 


Mr. Corey Stokes Owner, S. & E. Motor Pitt County 
807 West Third Street Service Company Commissioners 
Ayden, N. C. 

Mr. Joseph M. Taft Co-Owner, Taft Greenville City 
1705 East Fifth Street Furniture Company School Board 
Greenville, No 'C. 

William F. Tyson Farmer and Governor 
Stokes, North Carolina Insurance 

Mrs. D. J. Whichard, II Housewife Greenville City 
Forest Hills Drive School Board 
Greenville, N. C. 

Mr. Vernon E. White Farmer and Pitt County 
Winterville, N. C. State Senator Commissioners 
Mr. A. B. Whitley, Jr. Owner, A. B. Whitley, Governor 
Greenville Boulevard Inc. 


Greenville, N. C. 
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ADMINISTRATIVE STAFF 


WiUBpPultord Ji, ee ae ee ee ee en ee eee a ta President 
B. S., North Carolina State University 
M. A., East Carolina University 
Ed. D., Duke University 


Edward *B¥ Bright. 2. ieee eek eee ee ee Dean of Instruction 
B. S., M. A., East Carolina University 
Advanced Work — North Carolina State University 


Joe, George Cannon yi. eee eee ee Guidance Counselor 
B. A., St. Augustine’s College 
Advanced Work—East Carolina University 


James: OuS: Deans ieee eco oe ene ear ee -.Director of Guidance 
B.S., East Carolina University 
M. A., East Carolina University 


Joseph Edwards Downing a. 07 scare paren ee a Director of Extension 
B. S., North Carolina State University 
M. S., North Carolina State University 
Advanced Work — North Carolina State University 


Wuilardi\Ce) Pinch ss ee 2 a oe ce eee eee Assistant to the Dean 
A. B., East Carolina University 
M. A., East Carolina University 
Advanced Work — North Carolina State University 


Bryans Grimes sai Jaen ts .1s. sue a ae ene ae ae Financial Aid Officer 
A. B., University of North Carolina at Chapel Hill 
Jobs AS Given are, oy cto): Wear eet einen SI Se ea Director of Faculty 


A. B., Asbury College 

M. A., Duke University 

Advanced Work—tUniversity of Virginia, University of Florida, 
University of Wisconsin 


War PUR EO We LA Rare aiean est deme ure eRe) aed oa Business Manager 
A. B., Wake Forest University 


B. S., North Carolina State University 


Certificate in School Administration — University of North Carolina, 
Chapel Hill : 


M. S., North Carolina State University 
Advanced Work — North Carolina State University 
Gear eer DCLICeLaVIC ROC ede emt ere wig Director of Student Personnel 
Wake Forest University 
B. S., Appalachian State University 
M. A., East Carolina University 
Advanced Work — University of North Carolina, North Carolina 
State University, Florida State University, East Carolina University 


By erga ret eet dats te nd day owl oe a Registrar 
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Te OUNCE: iver heidi wee o's ad ace Director of General Adult Education 
B. S., East Carolina University 
M. A., East Carolina University 
Advanced Work — North Carolina State University 


Peetarnam Stanley ........%..5.... Supervisor of Evening Programs 
B. S., East Carolina University 
Advanced Work — East Carolina University 


SPECIAL STAFF 


Earl Aiken, Area Consultant, Supervisory Development Training Guy C. 
Langston, Area Consultant, Law Enforcement Training 
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FACULTY 


J. sth Adamsnso er ee ee eet ee Instructor, Commercial Art 
B.A. — Atlantic Christian 
Advanced Work — East Carolina University 

JSamsArnettary. stan cee em eee Instructor, Architectural Drafting 
B.S. — Virginia Polytechnic Institute 

Wilbur A: Ballenger. 0) 5 eee ce een mn te Instructor, English 


A.B. — Atlantic Christian College 
M.A. — East Carolina University 


Mrs2Hazel’S: Barrow... Coordinator-Kearney Park Learning Center 


Greenville, N. C. 
Attended Lenoir County Community College 


Fdgarils: Boyde. ee iene cere Instructor, Agricultural Chemicals 
B.S. — North Carolina State University 
MilantBrickhouse. ere) eee ee Instructor, Auto Mechanics 


Bath High School, 1942, Ford Service Schools 
General Motors Service Schools 


Mrs. J RNs PY BrilC Vm yae ee eae ae cere Instructor, Math, Physics 
B.A. — U.N.C. at Greensboro 
M.A. — East Carolina University 
Advanced work at East Carolina University 


MrseJean GoxBrowie ey ee ye ee er ee Instructor, English 
B. S. — East Carolina University 
M.A. — East Carolina University 
Advanced work — East Carolina University 


J} amest@ . BUCK Neral Leer eee ere ear ee Instructor, Business Education 
B.S.B.A. — East Carolina University 
Advanced Work — East Carolina University 


MirsmViationioUtiinerlin DUNT ON ase neenee Instructor, Math, Physics 
A.B. — Atlantic Christian College 
Advanced Work — East Carolina University 


Mis 2 Al0e BB V1 emer. eee seme nee Instructor, Business Education 
B.S. — East Carolina University 
M.A. — East Carolina University 


MrsaBarbarat@ larkiepy ore eye te a ee eee ee Librarian 
B.A. — U.N.C. Greensboro, N. C. 
M.A. — East Carolina University 


MisabdyciblalROcmpseysa emt ae ee ae Instructor, Business Education 
B.S. — East Carolina University 
M.A. — East Carolina University 

Mrs. Louise B. PUD eee ee aie 9.2 ah ee Learning Lab Coordinator 
B.S. — East Carolina University 


Se oat Pecan Toe oe eee ea Instructor, Farriering 


Wibdse Asfousle leven igiitie., Vie se yd ee ry EE Instructor, English 
B.S. English — Fat Carolina University , e 


Advanced work — East Carolina University 
WES ee FSebbke Jmlbyopoyia) ae ie eee, Instructor, Business Education 


B.S. — Appalachian State University 
M.A. — Appalachian State University 
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ey earet EAC CTCL Wan ore miei a 4 Mate Gu eran t's) 8 5 Instructor, Mental Health 


wames ie. Fulcher i f.0. 0. ne 
Ree Parison bu hee te eee Instructor, Machinist 


U. S. Naval Apprentice School 


ict ay (ire le bs en a 
eM chr Uscsie nee ate Speech Therapy 


Advanced work — East Carolina University 


Raymond Eldon Hanger In 
Wit ines. Cleee 2ai hd See” StTUCtTOn LE 
B.S. — Eastern Kentucky University Me ee ra ae 
Darrell Gene Hemb Assistant I ini 
PSC aA CINDY ocr) 6 he eh ee tiene « ole nstructor 
Diploma — ae Community College tenga! 
(LCN STA th SO Instructor, Electronics 


MO MEUCSINS oo. ils ae a dee ee es Instructor, Police Science 
A.B. — East Carolina University 

Micitiiuvkendall .....0.0..... Instructor, Practical Nurse Education 
BSN—East Carolina University 

Meeranice lepectt ... 11... wee. Chairman, Practical Nurse Education 
B.S. — Northeast Missouri State College 

PMOP NOS LCI |... ee ee Instructor, Business Education 
B.S. — East Carolina University 
M.A. — East Carolina University 

MiomeyntiiaivVicAllister ... 0... ee ee ee Instructor, Commercial Art 
B.A. — Wesleyan College 


Advanced work — East Carolina University 


Mrs. Mildred T. McGrath ........ Instructor, Electronic Data Processing 
B.S. — East Carolina University 
M.A. — Colorado State 
Advanced work — Colorado State 
Professional Certificate in Data Processing 


Bee HG eeIVMIATIN, IT. ic 2s 2 in te ee Instructor, Electronics Servicing 
Associate in Electronic Technology — DeVry Technical Institute 
PewaderrsMartin,; JT. 2.55 ce. toes Instructor, Architectural Drafting 


B.S. — North Carolina State University 
Advanced work — East Carolina University, Georgia Tech 


eee TUCDULT Or Pei tu ce. vos rien osc kit onehcee © Instructor, Business Education 


BS, BAE—East Carolina University 
Advanced Work—East Carolina University 


Bvt nhs Bie VIOOLC 2. FS rar age Sar Instructor, Agricultural Business 
B.S.A. — University of Georgia 
B.Ed. — University of Georgia 
M.S. — Ohio State University 


IDO TISS Rel PS ee ee soa te Assistant Librarian 
B.S. — East Carolina University 
M.A. — East Carolina University 

Were OveB bo dsseiy cc te het ee eis wees Learning Lab Coordinator 
B.S. — Atlantic Christian College 

WTEC AOI lie ete reno cet eee ee Assistant Librarian 
B.S. — East Carolina University 


Roland An Smit hope etetc che rere eee 5. Instructor, Auto Mechanics 
Professional Certificate — Gaston College 
B.S. — East Carolina University 


Roberty Mel umengae.) aa 1. then maces Instructor, Mechanical eae 
Se) — Newport News Ship Building and Dry Dock Apprentice Scho 
B.S. — N. C. State University 
Mrs. Eraye BAVECKS ears ee ea ee Instructor, Business Education 
B.S. — East Carolina University 


Advanced work — East Carolina University 
M.A. — Appalachian State University 


dif Ne Whitehurst) tore eee eee Instructor, Electronics, Math, Physics 
A.B. — East Carolina University 
Advanced Work — East Carolina University 
Jaites ViOune year Steet ee Director-Farmville Adult Education Center 
B.S. — East Carolina University 
Advanced work — East Carolina University 
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Mra, blizabeth Dudley sie. cca eee, ote ne Secretary to Dr. Fulford 
Mrs. Diane -Weathuiptom::. ./v gine in eee Secretary to Mr. Bright and 
Mr. Finch 

Mrs Alberta MOves 02>) RRC ay, y. «sn eee, Secretary to Mr. Howell 
and Bookstore Manager 
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GENERAL INFORMATION 


HISTORY OF PITT 
TECHNICAL INSTITUTE 


Pitt Technical Institute had its beginning in 1960 when the citizens of 
Pitt County approved a bond issue for the construction of a physical plant 
to house an Industrial Education Center. The leadership of Dr. Robert 
Lee Humber, who presently serves as chairman of the Institute’s Board 
of Trustees, played an important part in the establishment of the Institute. 
The school was chartered in 1961 as an Industrial Education Center to 
serve the needs of the people of Pitt County and surrounding areas. In 
1964 the school was designated a Technical Institute by the North Caro- 
lina State Board of Education. 


The first classes were held in the new building in September, 1964, with 
an initial enrollment of 96 full-time day students. Since that time, the 
Institute has steadily increased its enrollment and broadened its curriculum. 


The Institute is located on Highway 11, South, between Greenville and 
Winterville. The original building and the new classroom building has 
approximately 67,000 square feet of useable space with spacious and well- 
designed laboratories, shops, and classrooms. 


The school is a publicly supported, non-profit technical Institute that 
offers a broad curriculum in technical and vocational programs. 


STATEMENT OF PURPOSE 


The purposes of Pitt Technical Institute are as follows: 


1. To provide expanded educational opportunities: for young people 
and adults who desire to continue their education. 

2. To provide relatively inexpensive, nearby educational opportunities 
for high-school graduates, school dropouts, and adults. 

3. To provide technician programs, preparing students for jobs of this 
level in industry, agriculture, business, and service occupations. 

4. To provide vocational programs of less than technician level, pre- 
paring students for jobs requiring different levels of ability and skill. 

5. To provide programs of technical and vocational education for em- 
ployed and underemployed adults who need training or retraining, or 
who can otherwise profit from the program. 

6. To provide short courses that will meet the general adult and com- 
munity service needs of the people of the community. 


AREAS OF STUDY AT PITT TECHNICAL INSTITUTE 
ASSOCIATE IN APPLIED SCIENCE DEGREE PROGRAMS 


Agriculture Business Technology 
Agriculture Chemicals Technology 
Architectural Drafting 

Commercial Art and Advertising Design 
Electronic Data Processing—Business 
Electronics Technology 

Mental Health Technology 

Police Science 

Accounting 
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Business Administration 
Executive Secretary 
Legal Secretary 
Medical Secretary 


DIPLOMA PROGRAMS 


Automotive Mechanics (One or two-year option) 
Electronics Servicing (One or two-year option) 
Machinist Trade (One or two-year option) 
Mechanical Drafting 

Practical Nurse Education 

Teacher Assistant 


CERTIFICATE PROGRAMS 
Audio-Visual Equipment Repair 
Radio and Television Image Analysis and Repair 
Small Appliance Servicing 
Cosmetology (Extension) 


ACCREDITATION & PROFESSIONAL ORGANIZATIONS 
Department of Community Colleges 
Pitt Technical Institute is accredited by the North Carolina State De- 
partment of Community Colleges under the State Board of Education, as 
specified in Chapter 115 A of the General Statutes of North Carolina. 
The Department of Community Colleges and the State Board of Educa- 
tion has granted the Institute Board of Trustees the authority to award the 
Associate of Applied Science Degree for the completion of the two-year 
technology curriculum and the two-year business curricula and the award- 
ing of the Diploma for all vocational curricula. 


Regional Accreditation 

Pitt Technical Institute is accredited by the Southern Association of 
Schools and Colleges. 

Pitt Technical Institute is recognized by the U. S. Department of Educa- 
tion as being an institution of higher learning and qualified to receive 
Federal assistance in all of its higher education programs. 

Pitt Technical Institute is an institutional member of the American 
Association of Junior Colleges. 

The programs at Pitt Technical Institution are approved by the Veterans 
Administration. 


ADMISSION PROCEDURES 


The admission procedures of Pitt Technical Institute are designed to 
create a feeling of personal interest in the applicant and his plans for 
the future. 

A. Pitt Technical Institute operates under the “‘open-door” policy as set 
forth by the North Carolina Department of Community Colleges and 
the State Board of Education. Specifically the State Board recom- 
mends that all technical institutes and community colleges shall main- 
tain an open-door admission policy for all applicants who are high- 
school graduates or high-school leavers 18 years of age or older 
The Institute has the right to selectively place these applicants. 
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B. The basic requirements for curriculum programs are as follows: 


(1) High-school graduation for all programs except vocational trade 
programs, which require a student to have at least 8 units of 
high school work or its equivalency. 


(2) High-school equivalent certificates will be accepted in lu of 
graduation from a regular high school. 


(3) A completed health questionnaire signed by the student and his 
parents must be furnished prior to enrollment in the Institute. 


(4) A completed application blank. 


(5S) Have taken either the General Aptitude Test Battery adminis- 
tered by the Employment Security Office and/or the Differential 
Aptitude Test administered by Pitt Technical Institute. A re- 
port of these test scores should be in the applicant’s folder before 
entrance to Pitt Technical Institute. 


Satisfactory scores on the Scholastic Aptitude Test will be ac- 


cepted in lieu of other test scores for all technical or business 
curriculums. 


(7) Applicants for Electronics Technology and Architectural Draft- 
ing should have completed two units of mathematics, one of 
which is in algebra and the other in plane geometry or an equiva- 
lent in modern mathematics; the Institute will waive the math 
requirements if a student, in the judgment of his department 
head and counselor, has the necessary mathematical aptitude as 
determined by the North Carolina Community College Pre-Math 
Test. 

C. Pitt Technical Institute will accept students from other institutes or 
colleges provided: 

(1) Formal application is submitted. 


(2) Transcript of college or technical institute credit is furnished by 
all previously attended institutions. 

(3) Student is in good standing with former institution. 

(4) Passing grades will be considered for acceptance. 


(5) A completed health questionnaire signed by the student and his 
parents must be furnished prior to enrollment in the Institute. 


D. Adult Education. Admission requirements for classes in adult edu- 
cation are determined on the basis of each such class offered. 


E. Evening Curriculum Programs. The same admission requirements for 
full-time day curriculum programs are also applicable to evening cur- 
riculum programs. 


(i) The Institute will waive admission requirements for evening cur- 
riculum programs should the student desire to enroll in a course 
for audit only. The audit student must pay the same tuition, but 
he will receive no credit or grades for the course. 

(2) The Institute will waive the admission requirements for the eve- 
ning curriculum if the applicant holds either an A.A.S. degree, 
B.S. degree, or any other academic degree; but the applicant 


must provide the Institute with a transcript of his work at his 
previous institution. 


(6 


— 


F. Readmission of Curriculum Students. Students re-entering after one 
or more quarters out of school will follow normal registration pro- 
cedures. If the student was out of school as a result of disciplinary 


action, he must appear before the Judiciary Council and petition 
for readmission to the Institute. 


G. Admission procedures for the Practical Nurse Education program 
differs from the above in that the following is required: 


A 


fly 
os 


Come to the institute and take the School and College Ability 
Test (SCAT) and the Otis or Henmon-Nelson Mental Ability Test. 
Three letters of recommendation are required. 


A health certificate showing a clean bill of health attested to by 
a licensed physician. 


A personal interview with the Director of the Practical Nurse 
Education program. 
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EXPENSES AND FEES 
TUITION AND FEES 


Pitt Technical Institute receives financial support from local, state, and 
federal sources, allowing each student an educational opportunity at mini- 
mum cost. Tuition fees are set by the State Board of Education and are 
subject to change without notice. Cost of textbooks, laboratory fees and 
supplies are additional expenses which vary according to the program of 
study. The payment of all fees is required at the time of registration. 


The tuition schedule is explained as follows: 


FULL-TIME STUDENTS 


All vocational, technical, and audit students who are enrolled for thirteen 
(13) or more credit hours are charged a maximum of *$32.00 per quarter. 


PART-TIME STUDENTS 


The tuition charge for curriculum credit students (and audit students) 
is *$2.50 times the number of credit hours for which the student is enrolled. 
Example: credit hours X *$2.50 = $22.50. 


FEES FOR OUT-OF-STATE STUDENTS 


Any student whose legal residence is outside of North Carolina or 
students who are under 21 years of age and who are boarding or living 
with relatives in the state but whose parents or guardians live outside 
the state, will pay tuition fees 242 times the in-state rate except where 
state or Federal law prohibits. 3 


GRADUATION FEE 


A graduation fee of $10.00 will be due and payable to the Business 
Office once a curriculum student applies for a degree or diploma and 
is so notified by the Student Personnel Office that he is eligible for 
graduation. This fee covers the cost of the diploma, the rental of a cap 
and gown, and any other graduation expense for which the Institute nor 
the State are eligible to pay. The fee is usually payable at registration 
during the Spring Quarter. The fee is required prior to graduation but 
the student should know that he is eligible to graduate before paying. It is 
not refundable. Those graduating other than at the Spring Graduation 
Exercises and who will not wear caps and gowns are required to pay 
only a $5.00 Graduation Fee. 


STUDENT ACTIVITY FEE 
The Student Activity Fee for each full-time student is $5.00 per quarter. 


Part-time students may elect to pay the Student Activity Fee and enjoy 
its many benefits. 


REFUND POLICY 


Tuition refund for students Shall not be made unless the student is, 
in the judgment of the institution, compelled to withdraw for unavoid- 
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able reasons. In such cases, two-thirds (2/3) of the student’s tuition may 
be refunded if the student withdraws within (10) calendar days after the 
first day of classes as published in the school calendar. Tuition refunds 
will not be considered after that time. Tuition refunds will not be con- 
sidered for tuitions of Five Dollars ($5.00) or less, unless a course or 
curriculum fails to materialize due to no fault of the student. Exception: 
Those students who are veterans or war orphans receiving benefits under 
US. Code, Title ark Chapters 33 and 35 may be refunded the pro rata 
ponnon of the tuition fee not used at the time of withdrawal of such 
students. 


There is no refund on such yearly payments as activity fee, insurance 
premium fee, graduation fee for cap, gown, and diploma once it is ordered, 
and special fees such as for late registration. 


In all refund cases, the student must initiate his withdrawal through 
the Registrar’s Office. The Business Office will make the allowable refund 
only after written request is received from the Personnel Office. 


If a student is unable to make payment of his fees in full at the time of 
registration, he is requested to contact the Business Manager prior to 
attending classes. Prior to meeting with the Business Manager the student 
Should check with the Student Financial Aid Officer and secure any 
assistance possible. The student should bring any supporting evidence that 
he will receive financial assistance with him at the time he visits the 
Business Manager. 


ACADEMIC STANDING 


To be in good academic standing a beginning student must have earned 
a grade point average of at least 1.00 by the end of the first quarter. 
A cumulative grade point average of 1.00 must be maintained thereafter. 


A student failing to attain the required grade point average in any 
quarter will be placed on academic probation for the following quarter. 

A student on probation whose work has improved to the point where 
he meets the required grade point average for the quarter in which he 
is enrolled will automatically be removed from probation. 

A student who has been placed on probation and who does not earn 
the required grade point average in the next quarter may be required to 
withdraw from the program, and directed to another program. 

A student who has been on probation twice non-consecutively may be 
withdrawn from the program and encouraged to enter a less demanding 
program if his grade point average again falls below grade point average 
required for that quarter. 

If a student fails one of the courses in his major subject area he may 
be withdrawn from the program at the end of the quarter in which the 
failure occurred. Each student enrolled in the Institute is expected at all 
times to be aware of his academic status and to be responsible for know- 
ing whether he has failed to meet the requirements as outlined above for 
continuing in his chosen curriculum. 

Instructors, faculty advisors, and counselors in the Student Personnel 
Office are available for conferences, but it is the responsibility of the 
student to seek extra help if it is needed. 


2. 


GRADE POINT AVERAGE (G.P.A. ) 


The Grade Point Average is determined by dividing the total number 
of quality points by the total number of credit hours of work attempted. 


DEAN’S LIST 


The Dean’s List includes full time students in Technical and Vocational 
programs with a grade point average between 3.50 and 4.00. 


HONOR ROLL 


Technical and Vocational students who are enrolled full time and have 
a grade point average between 3.00 and 3.49 are eligible for the Honor 
Roll. 
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GRADUATION REQUIREMENTS 
CERTIFICATE, DIPLOMA OR DEGREE 


Upon the recommendation of the faculty and the approval of the Board 
of Trustees the appropriate certificate, diploma, or the Associate in Ap- 
plied Science degree will be awarded to the student who has successfully 
completed the required curriculum in which he is enrolled. A maximum 
of 60 credit hours may be transferred from institutions outside the North 
Carolina Community College System. The fourth or sixth quarter must be 
completed at Pitt Technical Institute. 


GRADING SYSTEM 
The following is the grading system used by Pitt Technical Institute. 


Numerical Quality Points per 
Petter Equivalent Quarter Hour 
93-100 4 
B 85-92 3 
C 77-84 2 
D 70-76 l 
ie Below 70-Failing 0 
WE Withdrew Failing 
WP Withdrew Passing 
AUD. Audit 
S Satisfactory 
U Unsatisfactory 


EXPLANATION OF GRADES 


I — Incomplete 

The grade of Incomplete is given to any student who has not met the 
requirements of a given course. This grade can be removed if, at the 
discretion of the instructor, the work is completed satisfactorily two weeks 
before the end of the following quarter in which the student is enrolled. 
Otherwise, it will automatically become a failing grade. 
WP — Withdrew Passing 

This grade is assigned to courses from which the student withdraws 
passing before the end of the seventh week of the quarter. 
WF — Withdrew Failing 

This grade is assigned to courses from which the student withdraws 
failing before the end of the seventh week of the quarter. 
AUD. — Audit 

Student taking courses as auditors are not required to take examinations 
or hand in written work, but may do so if they wish. No grade or credit 
toward a degree or diploma is given. 


GRADE REPORTS 


Mid-Term Reports 
A mid-term report is mailed to the student’s home at the end of the 
first six weeks of the quarter, if the students work 1s failing at that point. 
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End of Quarter Reports 


Grades for all courses taken during the quarter are mailed to the stu- 
dent’s home as soon as possible after the end of the quarter. 


REGISTRATION 


The Institute year consists of four quarters. Students who are pur- 
suing a curriculum must register at the beginning of each quarter as they 
progress toward their educational objectives. All students will register 
during the prescribed registration period for that quarter (refer to school 
calendar). 


Continuing students have the opportunity to preschedule their courses 


before the beginning of a quarter. Students who take advantage of this 
Opportunity are assigned a specific hour for registration. 


LATE REGISTRATION 


A student may register late for class(es) providing 

1. The class is not cancelled or closed; 

2. The student pays $5.00 late registration fee in full at time of late 
registration; 

3. The student was pre-advised or otherwise fully admissible to the 
courses for which he registers; 

4. The student convinces his Advisor and the Registrar that it was 


impossible or would have involved extreme hardship for him to 
register at the appointed time. 


AUDITING COURSES 


Students who wish to audit courses must register for such courses. 
Auditors receive no credit but are encouraged to attend class, participate 
in discussions, and take examinations. Fees and tuition for auditors are 
the same as for regular institute students. 


COURSE LOAD 


A two-year technical student who carries a 12 quarter-hour load is 
considered a full-time student. The normal load is 15 to 18 hours. 


Students who are employed for more than 15 hours per week should 
reduce their class load accordingly. The beginning student who has full-time 
employment is urged to limit his class load to 9 to 12 quarter hours until 
he has demonstrated his ability to carry a heavier schedule. 


One-year vocational students will take the courses as prescribed in 
the curricula outlines. 
ATTENDANCE 


Students are expected to attend all class, laboratory and shop sessions. 
No grade will be issued for a course if, for whatever reason, a student 


has been absent for 25% of the total possible class sessions (hours) per 
course per quarter. 
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A student must satisfy his instructor that he should be permitted to 
remain in a course after he incurs any absence in excess of the following: 


A. Three (3) regular one hours class sessions. 

B. Two (2) shop or laboratory sessions which meet for two or more hours. 

C. Two (2) regular one hour class sessions, and one (1) shop or lab- 
oratory session which meets for two or more hours. 


When a student is absent from a class and a laboratory or shop session 
which meet consecutively, each session missed will be counted as an 
absence making a total of two absences for that course. 

Students have full responsibility for accounting to their instructors for 
absences. The instructor has final authority for deciding whether work 
missed can be made up. 

Students are expected to report for class on time. Habitual tardiness 
may, at the discretion of the instructor, be considered in computing class 
attendance. A student may appeal an instructor’s decision by arranging 
a conference with the Director of Student Personnel and the instructor 
involved. 


CLASS SCHEDULE 


Pitt Technical Institute offers classes between the hours of 8:00 a.m. 
and 10:00 p.m. five days per week, except on Friday all classes end at 
5:00 p.m. The majority of the credit courses are offered between the 
hours of 8:00 a.m. and 5:00 p.m. When the demand justifies it, at least 
one section of each curriculum course is offered during the evening hours. 

Non-credit courses for personal, occupational, and community improve- 
ment are offered during both day and evening hours. 

It is possible with careful planning to complete most of the work re- 
quired for a degree or diploma by attending evening classes. 


WITHDRAWALS 


Students desiring to withdraw from the Institute or from a specific course 
must officially withdraw through the Registrar’s office. 

Students failing to officially withdraw waive all re-entry privileges for 
one year. 

A student who officially withdraws before the end of the seventh week 
of the quarter in which the course is normally completed will receive a 
grade of WP or WF depending upon whether the work is passing or fail- 
ing at the time of withdrawal. 

Students cannot officially withdraw from a course after the seventh 
week, except in emergency situations. 


TRANSCRIPTS 


Students may obtain two transcripts free of charge upon completion 
of a program or upon application for employment. Additional transcripts 


will be made at a cost of $1.00 per copy. 
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CHANGES IN REGULATION 


Pitt Technical Institute reserves the right to make changes in the regu- 
lations, courses, fees, and other matters of policy and procedure as and 
when deemed necessary. 


TRANSFER CREDIT 


Students seeking to transfer credit to Pitt Technical Institute must 
submit an official transcript of the course work completed at the other 
institutions to the registrars office. 

A maximum of 60 credit hours may be transferred from institutions 
outside the North Carolina Community College System toward completing 
an Associate degree. The sixth quarter must be completed at Pitt Technical 
Institute. 

The transcript(s) will be evaluated to determine courses that will meet the 
program outlined in the catalog. 


CHANGE IN MAJOR COURSE OF STUDY 


Students who wish to change their major course of study should initiate 
this action in the Registrar’s Office. All students making a change will be 
assigned a new advisor in their new area of study. 
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STUDENT PERSONNEL SERVICES 
COUNSELING SERVICES 


The Student Personnel Services include counseling services provided 
by trained personnel. These services are available to every full-time cur- 
riculum student from pre-admission through graduation including transfer 
and placement. There is no cost for these services. 

Every student is assigned a faculty advisor who serves to assist the 
student with specific course planning and registration. 

Students may come to the counselor’s office at any time when a per- 
sonal problem arises which could affect his progress in school. Faculty 
members are asked to encourage students to use this service. Counseling 
services are available to evening students. 


PLACEMENT SERVICE 


Pitt Technical Institute provides a job placement service for all students 
who successfully complete their course of study. The Placement Office 
maintains a current file of prospective employers and provides these em- 
ployers with personal data sheet on students meeting the job demands. 
Representatives from business and industry from a wide geographical area 
come to the campus each spring to interview prospective students. 


HOUSING FACILITIES 


The Institute does not provide housing facilities for students either on 
or off campus. The Institute will aid a student in securing suitable housing 
but has no responsibility other than as a go-between for student and 
landlord. 


FOOD SERVICE 


The Institute provides vending machines that dispense sandwiches, cakes, 
candies, soft drinks, and other sundries. No cafeteria is maintained on 
campus. 


ORIENTATION—Ed 100 


All new students are required to participate in the Orientation Program 
which consists of six regular sessions held during the first six weeks of 
the Fall Quarter. 

One credit hour is earned by the student. The six sessions are broken 
down as follows: 

SESSION 1: — Introduction of Staff members, Greetings from the Presi- 
dent, Dean of Instruction, and an overview of the Institute 
and its purpose. | 

SESSION 2: Student Personnel Services: Student Government, Student 
problems, Financial Aid, Placement, Food Services, Rec- 
reation Athletics, Parking, ETC. 

SESSION 3: Curriculum and Department heads to explain in detail 
aspects of their curriculum and post school working con- 
ditions, salaries, ETC. 
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SESSION 4: How to Study, discussion of How to Study—and assign- 
ments. 

SESSION 5: Library Orientation 

SESSION 6: Effective Listening and Note-taking Program—discussion. 


STUDENT COUNCIL 


The Student Council serves to promote interest in student affairs on 
and off campus. Recommendations from the Council may be made directly 
to the administration. Faculty advisors to the Student Council serve as 
intermediaries for the relaying to the administration other worthwhile 
student suggestions. 

The Council is composed of elected representatives from each section 
of a curriculum. 


Officers of the Council are elected by vote of the student body. The 
Council meets on a regularly scheduled date. 


SOCIAL LIFE 


A series of events is provided throughout the year for the social, 
cultural and educational enrichment of the students. Any student who 
pays the student activity fee is eligible to attend activities sponsored by 
the Institute. 


INTRAMURAL SPORTS 


The Institute provides its students an opportunity to participate in 
wholesome recreational activities. 


INTERCOLLEGIATE ATHLETICS 


Pitt Technical Institute participates in a limited program of intercollegi- 
ate athletics. The Institute competes in a basketball league. Other sports 
may be organized as interest develops. 


GUIDED TOURS 


Many groups visit Pitt Technical Institute during the year for the pur- 
pose of inspecting the facilities and opportunities available in trade and 
technical education. 


Groups are assembled in the lobby where they are greeted by the Stu- 
dent Personnel Director. Larger groups are divided into smaller groups 
and then they are taken on a guided tour of the Institute. All programs 
are explained to groups as the tour progresses. No department is ex- 
cluded. In addition to seeing classes and shops, the groups are also taken 
into the library and the learning laboratory. 


Generally a tour will last approximately 45 minutes. 


STUDENT PUBLICATIONS 


Pitt Technical Institute publishes the following periodicals: 


A. Institute Annual 
B. Student Handbook 


ay 


A faculty or staff advisor will be assigned to each student publication 
activity. 


SELECTIVE SERVICE 


Selective Service requires evidence of enrollment for all students regis- 
tered with them within 30 days after school opens each year. It is the 
student’s responsibility to submit the Request Form through the Student 
Personnel Office so that his enrollment can be verified. These forms are 
made available at registration and may be obtained at any time in the 
Student Personnel Office. 


STUDENT HEALTH SERVICES AND INSURANCE 


Pitt Technical Institute being a commuter institute where the student 
resides at home maintains no health facilities other than first aid equip- 
ment. The responsibility for medical services rests with the student and 
his parents or guardian. 

The Institute has made arrangements with a local physician who will 
take emergency calls. Emergency facilities are also available at the Pitt 
Memorial Hospital in Greenville. 

The entering student is required to complete a health questionnaire. 
This record becomes a part of the student’s permanent record. 


Student accident insurance is available at a cost of $3.00 per year. 


GRADUATION EXERCISES 


Graduation exercises are held one time each year. The two-year tech- 
nical students and the one-year trade students graduate in late May. A 
$10.00 graduation fee is assessed each student who graduates. 


CLASS RINGS, GRADUATION CAPS AND GOWNS, 
AND INVITATIONS 


All orders for class rings, caps and gowns, and graduation invitations 
will be made through the Student Personnel Office. Notices will be posted 
relevant to dates for measurements. Students are urged to be prompt when 
making these orders. 
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FINANCIAL AID 


THE NATIONAL DEFENSE STUDENT LOAN PROGRAM 


PURPOSE: “To identify and educate more of the talent of our Nation” 
and “‘to insure trained manpower of sufficient quality and quantity to 
meet the National Defense needs of the United States.” 


ADMINISTRATION: Responsibility for administration of the loan funds 
rests with each institution, which selects student recipients, and arranges 
and collects the loans. 


ELIGIBILITY: Borrower must be in need of the amount of his loan to 
pursue his course of study in the institution. 
Borrower must be capable, in the institution’s opinion, of maintaining 
good standing in his course. 
Borrower must be enrolled, or accepted for enrollment, as a student in 
the institution. 
Borrower must be carrying at least one-half the normal full-time aca- 
demic workload as determined by the institution. 


THE EDUCATIONAL OPPORTUNITY GRANT PROGRAM 


PURPOSE: To make post-high school education available to high school 
graduates of exceptional financial need who, without the grants, would 
be unable to continue their education at all. Grants ranging from $200 
to $800 are made to students for each of the two years of study. 


ELIGIBILITY: Any student in extreme financial need who has been 
accepted for admission or who is already enrolled and in good standing. 


ADMINISTRATION: The institution is responsible for selecting eligible 
students and taking care of any matters pertaining. to the actual day- 
by-day operation of the program. 


THE COLLEGE WORK—STUDY PROGRAM 


PURPOSE: Designed to help prevent the waste of talent occurring when 
capable high school graduates cannot continue their education because 
they lack money. With few restrictions, students may be employed in 
almost any job which needs to be done and which the institution could 
not otherwise get done because of lack of funds. 

Students may work as many as 15 hours per week while in school and 
up to 40 hours per week, during vacations, summers, or other periods 
when classes are not in session. 


ADMINISTRATION: The institution is responsible for selecting the stu- 
dents to be employed under the program, defining the jobs, supervising 
the work, handling the payroll and handling actual day-by-day operations 
of the program. 

ELIGIBILITY: Students must be enrolled or accepted for enrollment as 
a full-time student in the institution. Students must be in need of the 
carnings from part-time employment. Students must be capable of main- 
taining good standing in courses of study while being employed. 


LAW ENFORCEMENT ASSISTANCE: GRANTS AND LOANS 


Students in the Law Enforcement Technology curriculum may be eligible 
for either outright grants or loans to cover the cost of their training and 
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other allied costs. Preference is given to students actually serving as Law 
Enforcement Officers. Loans are discounted at the rate of 25% a year for 
students who upon graduation become Law Officers. 


SCHOLARSHIPS 
Two scholarships of $200 each are granted qualified students. These 


scholarships are provided by Prep-Shirt, Incorporated, a Greenville in- 
dustry. 
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COLLEGE FOUNDATION, INC. 
INSURED STUDENT LOAN PROGRAM 


Applicants for Insured Student Loans must be legal residents of North 
Carolina enrolled full time or accepted for full-time enrollment in an 
eligible college, university, technical, or vocational school. Students may 
request loans up to $1,500 per academic year. Students in good standing 
may reapply each year additional funds are needed, but may not borrow 
more than $7,500 during their educational program. 


Each loan is made directly to the student and is secured by a promis- 
sory note which must be signed, notarized, and returned to the Foundation 
prior to disbursement of funds. Loan checks are made payable jointly to 
the institution and the student and are sent to the Director of Student Aid 
at the beginning of the term. An insurance fee of 4% of 1% per year is 
computed on each loan for the length of the loan period, and the fee is 
deducted from the loan check. Loans are insured against default, disability, 
and death by the N. C. State Education Assistance Authority. 


The federal government pays interest of 7% per year on the principal 
balance during full-time enrollment, a nine-month grace period, and 
authorized extension periods on loans made to students from families with 
adjusted annual incomes less than $15,000. The borrower pays the full 
7% interest during the repayment period. 


Repayment begins nine months after the borrower ceases to be full-time 
student. The amount of the monthly payment and length of the repayment 
period are determined by the total amount borrowed; however, the repay- 
ment period may not exceed ten years. The borrower may accelerate re- 
payment without penalty. Upon request, extension of repayment may be 
granted up to three years for service in the Armed Forces, Peace Corps, 
or VISTA. 


Loan applications should be obtained from the Director of Student Aid 
at North Carolina institutions. Students attending institutions in other 
States may request applications directly from the Foundation by indicating 
the name and address of the school where the loan will be used. Applica- 
tions must be completed by the student, sent to the Director of Student 
Aid and forwarded to the Foundation. 


James E. & Mary Z. Bryan Foundation, Inc. Student Loan Plan 


Residents of North Carolina enrolled full time in undergraduate pro- 
grams may borrow up to $1,500 per academic year. The interest rate is 
1% during the in-school period, and 6% during the repayment period. 
Repayment begins four months after leaving school as a full-time student. 


VETERANS ADMINISTRATION 


The Veterans Administration offers educational assistance, up to 36 
months, for sons and daughters of certain deceased or totally and per- 
manently disabled veterans, generally between 18 and 23 years of age. 
An allowance of up to $130 per month can be made to students under 


the program. For further information, see or write your nearest Veterans 
Administration office. 


The Veterans Benefits Law provides financial assistance to any veteran 
who is eligible for benefits under the G.I. Bill. When a veteran enrolls 
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in an approved course, he must pursue the exact curriculum listed in the 
school catalog; must provide the Veterans Administration with the exact 
records of attendance; and must maintain satisfactory academic progress, 
attendance, and conduct for continuing eligibility for payments. 


V.A. payments are based on credit hours per quarter. 


Technical Programs 
13 — Full Time 
9-11—- % _ Time 
6- 8— % Time 
4- 5—Less than 2% Time 
1- 3— % Time or Less 


Vocational Programs 
30—Full Time 
22— % Time 
15 — % Time 


SOCIAL SECURITY BENEFITS FOR STUDENTS 


Sons and daughters of retired, disabled, or deceased workers are eli- 
gible for social security benefits up to the age of twenty-two while they 
are in college, if they are unmarried, full-time students. 


Payment of these benefits is not automatic. If a student is not yet 
eighteen and wants to continue receiving monthly benefits or if his bene- 
fits were stopped because he has reached the age of eighteen, he should 
notify the Social Security Administration. Students should contact their 
local Social Security representative for further information. 


VOCATIONAL REHABILITATION 


By Act of Congress, any physically handicapped student may be eli- 
gible for scholarship assistance under the provision of Public Law 565. 
Applications for this scholarship aid should be processed through the 
District Vocational Rehabilitation Office nearest the applicant. Inquiries 
may be directed to the Rehabilitation Office. 


GENERAL STUDENT REGULATIONS 
TRAFFIC REGULATIONS 


Because most of the students commute to Pitt Technical Institute, it 
is necessary that the following traffic and parking regulations be enforced: 


(1) Speed limit on campus — 20 miles per hour. 

(2) Staff and Faculty — park in front of building in marked spaces. 

(3) Students — park in parking lots located on the north, south, and 
west ends of the building. 


AUTOMOBILES 


All automobiles operated on the campus by student and Institute per- 
sonnel must be registered with the business office. Parking Permits are 
issued for each registered vehicle. The operators of automobiles on the 
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campus are subject to specific parking and traffic regulations issued from 
time to time. The Institute reserves the right to withdraw the privilege 
of operating an automobile on the campus for failure to abide by the 
regulations. 


STUDENT CONDUCT 


It is expected that at all times the student will conduct himself as any 
responsible adult in a public place. Therefore, destruction of school prop- 
erty, such acts as stealing, cheating, gambling, use of profane language, 
engaging in personal combat, the possession of dangerous weapons, and 
the possession or use of alcoholic beverages or narcotics in or on school 
property cannot be tolerated. Any violation of the regulation concerning 
alcohol and/or narcotics may result in expulsion from the Institute. 


DISMISSAL 


A student may be dismissed from a class or from the Institute for con- 
duct or personal habits which are not in the best interests of the student 
and of the institution. 


Information on dismissal and re-instatement procedures may be ob- 
tained in the Student Personnel Offfice. 


STUDENT DRESS 


Students are expected to dress neatly and appropriately for all classes 
and other school functions. Students are urged to study the dress of 
professional workers in their area of study and dress in like manner while 
attending school. As the student will soon enter professional status, he 
an become accustomed to like dress while enrolled for a training 
period. 


FIRE DRILLS 


Fire drills will be held once each quarter. The fire alarm will consist 
of a series of three signals (rings) followed by a pause and a repetition 
of these signals. Students will exit at the end doors closest to their class- 
room and will proceed in an orderly manner to a safe distance from the 
building. 
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SPECIAL SERVICES 
LIBRARY 


A new, spacious library at Pitt Technical Institute features expanded 
shelving, more seating space, individual study carrels, carpeting and a 
general reading area. A continously growing collection of materials in- 
cludes all types of media — books, pamphlets, films, filmstrips, transpar- 
encies, slides, tapes, records, microfilm, periodicals, and newspapers that 
enrich and support all curriculum areas offered at Pitt Technical Institute. 
Open shelves for browsing and a quiet atmosphere are added features that 
are available to insure quality services. 


The library is open Monday through Friday with qualified, professional 
librarians available for reference and general assistance. All students en- 
rolled at PTI, as well as other residents of Pitt County, are encouraged 
to use these facilities. 


BOOK STORE 


The Book and Supply Store is operated by the Institute for the service 
of students and instructors. All textbooks, tools, instruments and other 
supplies required by students attending the institute are available and are 
sold through the book store below list price. Other distinctive school 
items usually found in a college bookstore are available. The store operates 
under the direction of the Business Manager and hours of operation are 
posted at the book store entrance. 


THE LEARNING CENTER 


The Learning Center is set up by the Department of Community Col- 
leges for students who wish to learn on their own. Study areas include 
the following: Preparation for taking the high school equivalency test, 
preparation for entrance into a curriculum program, college preparation; 
upgrading in specific areas; and study of subjects for personal satisfaction. 


WHEN? 

The center is open Monday through Thursday, from 9:00-5:00 and 
7:00-10:00, and on Friday from 9:00-3:00. You may apply at any time 
during these hours, and may study at any time. 


WHERE? 
Pitt Technical Institute is located on Highway 11 south of Greenville, 
North Carolina. Phone PL6-3130. 


ADMISSION? 

Anyone age 18 years or older who is not presently enrolled in a sec- 
ondary school may enroll in the center at no charge. (High School stu- 
dents may enroll with the principal’s written permission. ) 


ATTENDANCE? 

Regardless of your previous education — you start where you left 
off— there are programmed materials for you. We will help you start 
at whatever level and in whatever subjects you want or need. You may 
study as many hours each day and as many days each week as the center 
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is open. Your progress will be limited only by your ambition and ability. 
There are no class periods. Each student sets his own work sessions. You 
work toward your own goal at your own pace in a program individually 
designed for you with the help of the coordinator. 
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TECHNICAL EDUCATION 


Technical Education has assumed new importance in the United States. 
Acute shortages of trained manpower have developed in many areas 
despite a surplus of persons who possess abilities, and who would be inter- 
ested in preparing themselves for technical occupations if appropriate educa- 
tional opportunities were available. 


Broadly defined, technical occupations are those which usually require 
a high degree of specialized knowledge, a broad understanding of opera- 
tional procedures, and the ability to supervise the work of others. The 
Technical Program at Pitt Technical Institute is designed to prepare stu- 
dents for a number of basic positions in particular fields, rather than 
for a specific job. 


Technicai programs are not intended for transfer to a four year college 
or university. The ultimate objective is employment and further growth 
through occupational experience. Upon successful completion of a pre- 
scribed technical program, a student is awarded the Associate in Applied 
Science Degree. 


Technical programs to be offered during the 1970-1972 school years are 
as follows: 


Agriculture Business 

Agriculture Chemicals 

Architectural Drafting 

Commercial Art and Advertising Design 
Electronic Data Processing — Business 
Electronics Technology 

Mental Health Technology 

Police Science 

Accounting 

Business Administration 

Executive Secretary 

Legal Secretary 

Medical Secretary 
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AGRICULTURAL BUSINESS 


INTRODUCTION 
Purpose of Curriculum 


Rapid. technological changes in farming and related agricultural busi- 
nesses have given rise to the need for more technically trained people. 
A variety of agricultural businesses and industries employ persons to assist 
in marketing, processing, and distributing of farm products and providing 
services to the farmer. Many responsible positions in agricultural busi- 
nesses and industries require technical training not available in high schools 
or in four-year colleges. 


Agricultural production is undergoing tremendous changes. The trends 
are to larger, highly mechanized and specialized farms with huge capital 
investments. This means that there will be an increasing demand for 
capable farm managers to coordinate the purchasing, production and 
marketing of these larger agricultural production operations. 


Farm managers of the future must possess greater technical compe- 
tence to remain in the highly competitive production phase of agriculture. 
They must be able to cope with present production problems and adapt 
to rapid technological changes. 


It is anticipated that changes in agriculture and the general economic 
environment will occur at a faster rate in the future. Profitable manage- 
ment of agricultural operations will demand successful adjustment to these 
changes. Decisions involved in these adjustments will require an individual 
with more training, knowledge and ability. 


The Agricultural Business Curriculum is designed to help students 
acquire knowledge, understandings, and abilities in the broad field of 
agricultural business, including agricultural production. It combines knowl- 
edge of agriculture with business training to prepare the graduate for 
many of the varied employment opportunities in agriculture. 


Job Description 


As agricultural business and industry firms expand in size and number 
they are experiencing rapid changes in technologies of production, sales, 
and management, in an increasingly competitive environment. Future 
employees of such firms must be prepared to understand these changes 
and adapt themselves accordingly. Successful completion of this curriculum 
should enable a person to assume responsibilities in an agricultural firm 
and should enable him to advance within such a business. 

Upon graduation from this curriculum an individual should qualify 
for various jobs in agricultural business and industry such as salesman 
or store manager in farm supply stores; agricultural field serviceman, 
salesman, demonstrator or plant manager of feed and food companies, 
farm products inspector; salesman, or office managers of farm prcducts 
marketing firms. 

The trend towards larger farming operations with increased non-farm 
control of production means there will be greater employment opportun1- 
ties for well-trained individuals who can efficiently and profitably super- 
vise the production and marketing of agricultural products. 
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AGRICULTURAL BUSINESS TECHNOLOGY 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title 


FIRST QUARTER 

T-ENG 101 Grammar 

T-BUS 101 Introduction to Business 
T-MAT 110 Business Mathematics 
T-AGR 125 Animal Science 


SECOND QUARTER 

T-ENG 102 Composition 

T-AGR 185 Soil Science and Fertilizers 
T-BUS 120 Accounting 


T-AGR 104 Introduction to Agricultural Economics 


THIRD QUARTER 

T-ENG 204 Oral Communications 
T-BUS 110 Office Machine 
T-BUS 121 Accounting 

T-AGR 170 Plant Science 


FOURTH QUARTER 

T-ENG 103 Report Writing 

T-BUS 232 Sales Development 
T-AGR 205 Agricultural Marketing 


T-AGR 228 Animal Diseases and Parasites 


T-AGR 254 Plant Propagation 
Elective 


FIFTH QUARTER 

T-AGR 204 Farm Business Management 

T-AGR 201 Agricultural Chemicals 

T-ENG 206 Business Communications 
Social Science Elective 
Elective 


SIXTH QUARTER 

T-BUS 123 Business Finance 

T-AGR 218 Agricultural Mechanization 
Social Science Elective 
Elective 


Total Quarter Hours in Courses 
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AGRICULTURAL CHEMICALS 
INTRODUCTION 


Agricultural Chemicals Technology is a modern science combining the 
basic principles and practical applications of both Chemistry and Agricul- 
ture. Industries served by this curriculum offer responsible positions in 
many Agricultural and Chemical area requiring specialties for which train- 
ing is not available to students of the four year university. North Carolina 
is rapidly expanding with industries requiring persons qualified at the 
technical level. These technicians must be able to translate the modern 
technologies into practical applications. The ever increasing and changing 
demand to halt the dangerous spread of pollution, and the demand to train 
personnel generally in the efficient use of otherwise dangerous materials 
are major factors in the increased demands for specialists in this vital 
industry. 


This institution was selected by the North Carolina State Board of 
Education to offer this curriculum, and it has been equipped with facilities 
consistent with needs reflected through an active industrial advisory commit- 
tee. The curriculum is the only one of its kind in the state and the fifteenth in 
the nation. It is widely supported and advised by related industries state- 
wide. The program will prepare a graduate with a sound, well-rounded 
background that offers to industry a semi-professional employee who, with 
normal on-the-job orientation, can actively execute the many technical 
tasks demanded by this field of endeavor. Specific objectives of this cur- 
riculum are to develop tthe following student competencies: 


1. Understanding the basic agricultural sciences such as crop production 
and pest control in their application and relation to farming. 


2. Understanding applied chemistry in action within the agricultural 
chemicals industry. 

3. Understanding business organizations, procedures and management 
of firms producing, marketing and applying agricultural chemicals. 

4. Understanding the formulation and use of farm chemicals and their 
relation to profitable agricultural production, including safety pro- 
cedures. 


A broad base of general technical courses is combined with selected 
courses in weed control, entomology, pathology and chemistry to give 
balance over a broad agriculture area that emphasizes particular chemical 
skills. 


Job Description 


Each phase of the agricultural chemicals industry offers employment 
opportunities for technically trained individuals in sales, research, produc- 
tion, manufacturing, management and custom farm application. Equally 
the curriculum is adapted to provide a sound base for graduates who desire 
self-employment in full-time farming upon successful completion of this 
program. Positions are available in the larger regional companies as well 
as the smaller local farm supply businesses. These positions offer challeng- 
ing responsibilities as fertilizer or pesticide sales representatives, equipment 
salesmen or servicemen, research technicians, product formulators, store 
managers, custom applicators, regulatory inspectors, plant operators and 
quality control technicians. New chemicals and new uses for existing agri- 
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cultural chemicals are developing rapidly, creating challenging and well- 
paying jobs. The future of the agricultural chemicals field is unlimited. 


AGRICULTURAL CHEMICALS 
SUGGESTED CURRICULUM BY QUARTERS 


Course Title C L Cr 
FIRST QUARTER 
T-ENG 101 Grammar 3 0 3 
T-BUS 101 Introduction to Business 3 0 3 
T-MAT 110 Business Mathematics 5 0 5 
T-AGR 125 Animal Science 5 2 6 
T-AGR 100 Agricultural Chemicals Seninar 1] 0 1 
ik ey, 
SECOND QUARTER 
T-ENG 102 Composition 3 0 3 
T-CHM 101 Chemistry (Refresher) 4 2 5 
T-AGR 104 Introduction to Agricultural Economics 3 pe 4 
T-AGR 185 Soil Science and Fertilizers 5 2 6 
14 6 Le? 
THIRD QUARTER 
T-ENG 204 Oral Communication 2 0 3 
T-AGR 145 Entomology 2 2 3 
T-CHM 105 Chemistry (Inorganic) 4 2 » 
T-AGR 170 Plant Science 5 os 6 
14 =O aaah lee 
FOURTH QUARTER 
T-ENG 103 Report Writing 3 0 3 
T-CHM 106 Chemistry (Organic) 4 2 =" 
T-AGR 228 Livestock Diseases and Parasites 3 2 4 
T-AGR 278 Weed Identification and Control 3 és 4 
T-BUS 232 Sales Development 3 0 3 
16 ay 19 
FIFTH QUARTER 
T-AGR 187 Fertilizers and Lime 3 Bs 4 
T-AGR 204 Farm Business Management 3 a 4 
T-CHM 107 Agricultural Chemistry 4 2 5 
T-AGR 119 Techniques of Welding 1 3 2 
Social Science Elective 3 0 3 
Elective (Agricultural) 3 0 é) 
15 “6. sbi 
SIXTH QUARTER ; 
T-AGR 245 Crop Insects 3 2 4 
T-AGR 203 Pesticide and Fertilizer Application 3 2 4 
T-AGR 247 Garden, Fruit and Household Pests bs f 4 
Social Science Elective 3 0 3 
T-AGR 165 Plant Pathology 3 2 4 
15 by Whitin 
Total Quarter Hours in Courses 105 
Electives 9 
Total 114 


“Courses under consideration for revision at a later date. 
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ARCHITECTURAL DRAFTING TECHNOLOGY 
INTRODUCTION 


Purpose of Curriculum 


This curriculum was designed in cooperation with the North Carolina 
Chapter of the American Institute of Architects. Its explicit purpose is 
to train architectural draftsmen for the architect’s office and the building 
industry. Through a survey made of AIA member firms in North Caro- 
lina, it was determined that a large number of architectural draftsmen is 
needed to fill existing vacancies. Projections show that this existing need 
will more than double in the next two years. 


This program is designed to provide the individual with knowledge 
and skills that will lead to employment in the field of architectural draft- 
ing and related areas in the construction industry and afford opportunity 
for rapid advancement in technical knowledge and proficiency. Technical 
courses are included which will enable the graduate to advance into re- 
lated areas of work as job experience is obtained. This program represents 
the education requirements as established by the Architectural Drafting 
Advisory Committee, which was a panel formed by members of the AIA, 
consultants, and curriculum lab specialist. The statement of goals and 
expectations of this committee are as follows: 


GOAL: To conduct a training course which would prepare a person with 
a high school background to develop, by further study and experience, 
the ability necessary to communicate the architect’s designs to the 
builder. 

We anticipate that graduates of the proposed curriculum would be 
prepared to enter an architect’s office as “technicians” with the ability 
to turn the architect’s designs into working drawings for the building 
industry. Graduates should be competent draftsment well informed on 
the building industry in general, the operation of architects’ offices, 
and should have a knowledge of materials and techniques of construc- 
tion. Their training should include an appreciation of the mechanical, 
electrical, and structural aspects of buildings. Basic training in oral 
and written communication will give graduates a background for de- 
veloping their potential in broader aspects of architectural practice, 
such as specification writing and supervision of construction. 

We do not expect or desire that graduates be designers or artists but 
competent “technicians” filling an important position in the field of 
architectural practice. We recognize that all graduates will not work 
for architects. The curriculum is broad enough to enable graduates to 
work in related fields of construction. Their advancement to positions 
of responsibility would be dependent only on their own aspirations and 
willingness to study and work. Their education would just begin with 
this curriculum. 


Job Description 


Architectural drafting technicians are concerned with turning the archi- 
tect’s design sketches into complete and accurate working plans and de- 
tail drawings for construction purposes. He may prepare floor plans, 
elevation drawings, construction details, mechanical equipment layouts, 
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door, window and room schedules, and site plans. The drafting technician 
may be involved in work in areas such as engineering, building construc- 
tion, specification writing, construction models, or architectural rendering. 
The opportunity for employment is phenomenal. 
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ARCHITECTURAL DRAFTING 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title 


FIRST QUARTER 

T-ENG 101 Grammar 

T-MAT 101 Technical Mathematics* 

T-PHY 101 Technical Physics 

T-ARC 106 Architectural Drafting 

T-CIV 105 Architectural Materials & Methods 


SECOND QUARTER 

T-ENG 102 Composition 

T-MAT 102 Technical Mathematics 

T-PHY 102 Technical Physics 

T-ARC 107 Architectural Drafting 

T-AHR 106 Architectural Mechanical Equipment 


THIRD QUARTER 

T-ENG 204 Oral Communication 
T-MAT 103 Technical Mathematics 
T-PHY 103 Technical Physics 
T-ARC 108 Architectural Drafting 
T-CIV 114 Statics 


FOURTH QUARTER 

T-ENG 103 Report Writing 
TCIV 216 Strength of Materials 
T-ARC 220 Architectural Drafting 
T-CIV 101 Surveying 


FIFTH QUARTER 

Social Science Elective 
T-ARC 221 Architectural Drafting 
T-ARC 233 Office Practice Seminar 


T-DFT 235 Codes, Specifications, and Contract Docu- 


ments Elective (Min.) 


SIXTH QUARTER 
Social Science Electives 
T-ARC 222 Architectural Drafting 


T-DFT 236 Construction Estimating and Field Inspecting 


Elective (Min.) 
Total Quarter Hours in Courses 
Electives (Min.) 


Total 
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COMMERCIAL ART AND ADVERTISING DESIGN 
INTRODUCTION 


Purpose of Curriculum 


Surveys have shown an increase in the demand for graduates possess- 
ing training in the field of Commercial Art and Advertising Design. This 
curriculum will prepare a graduate with a sound, well-rounded back- 
ground for technical and creative achievement throughout his professional 
life. Design and illustration for commerce is continually advancing its 
standards, therefore, the background offered the students must be well- 
developed to prepare him for performance on a contemporary professional 
level. Graduates of this program will have an adequate background in 
illustration, layout and lettering, design, and production enabling them 
to be employed in some facet of Commercial Artistry. 


Equipped with professional competence and the potential for continu- 
ing growth and improvement, graduates are qualified for employment in 
advertising agencies, design studios, departrnent stores, industrial adver- 
tising departments, government agencies, newspapers, television studios, 
printing and publishing houses. 


Job Description 


The graduate may be employed by advertising agencies, design studios, 
department stores, newspapers, television studios, or printing and pub- 
lishing houses. His activities may include designing layouts and illustra- 
tions for printing; creating posters, sign boards, billboards, and show 
cards; or illustrating package designs. Such a career affords the individual 
an opportunity for creativity and continuing professional growth and im- 
provement. 


COMMERCIAL ART AND ADVERTISING DESIGN 
SUGGESTED CURRICULUM BY QUARTERS 


Course Title C Is CH 
FIRST QUARTER 
T-ENG 101 Grammar 3 0 3 
T-DFT 101 Technical Drafting 0 6* 2 
T-CAT 101 Advertising Principles 3 0 3 
T-CAT 105 Life Study 2 3% 3 
T-CAT 121 Commercial Art & Advertising Design 3 o= 6 
TT 180 AG 
SECOND QUARTER 
T-ENG 102 Composition 3 0 z) 
T-DFT 102 Technical Drafting 0 6* ys 
T-MAT 110 Business Mathematics a) 0 5 
T-CAT 106 _ Life Study 0 6* Z 
T-CAT 122 Commercial Art & Advertising Design 3 Li 6 
ik Paes ts 
THIRD QUARTER 
T-ENG 103 Report Writing 3 0 3 
T-CAT 110 Industrial Illustration Zz 6* 4 
T-CAT 116 Photography 2 6* 4 
T-CAT 123 Commercial Art & Advertising Design 3 93 6 
10 ieee at 
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FOURTH QUARTER 


T-ENG 204 
T-CAT 205 
TCAT 212 
T-CAT 224 


Oral Communications 

Advertising Copywriting 

Advertising Illustration 

Commercial Art & Advertising Design 
Elective 


FIFTH QUARTER 


T-CAT 213 
T-CAT 217 
T-CAT 225 


Social Science Elective 

Advertising Illustration 

Photography 

Commercial Art & Advertising Design 
Elective 


SIXTH QUARTER 


TCAT 214 
T-CAT 226 


T-CAT 235 


Social Science Elective: 

Advertising Illustration 

Commercial Art & Advertising Design 
Elective 


Advertising Art Director 


Total Quarter Hours in Courses 
Electives (Min.) 


Total 


Manipulative lab 
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ELECTRONIC DATA PROCESSING—BUSINESS 
INTRODUCTION 


Purpose of Curriculum 


The processing of data by electronic equipment has created vast changes 
in business and industry. Nowhere are these changes more apparent than 
in the occupations associated with the handling of business information. 
Much of the routine and time-consuming work of obtaining, compiling 
and reporting the information necessary for a business to operate can now 
be adapted to machine processing. 


This curriculum is designed to give the student (1) an understanding 
of the principles of business operation, (2) experience with techniques and 
handling business data, and (3) functional competence in the application 
of data processing systems, and experience in computer programming of 
business records and accounts, inventory, sales, and income and expendi- 
tures essential to business and to management decisions. 


Emphasis is upon business data processing and use of machines in 
solving business problems. 


Job Description 


The business data processing specialist applies currently available pro- 
gramming techniques to a defined problem with minimum supervision. 
He analyzes and defines systems requirements to develop a program for 
electronic data processing; conducts detailed analyses of systems require- 
ments, and develops all levels of block diagrams and logical flow charts. 
Translates program details into coded instructions; establishes test data; 
tests, refines, and revises program and documents the procedures. Ascer- 
tains if other combinations of instructions would achieve greater flexibility, 
better machine utilization, or more dependable results. 


ELECTRONIC DATA PROCESSING—BUSINESS 
SUGGESTED CURRICULUM BY QUARTERS 


Course Title G L CH 
FIRST QUARTER 

T-EDP 114 Introduction to Computer Concepts 3 0 3 
T-EDP 115 Compiler Language I 2 2 3 
T-MAT 110 Business Mathematics 5 0 5 
T-BUS 101 Introduction to Business 3 0 3 
T-ENG 101 Grammar 3 0 3 
16 2 17 

SECOND QUARTER 
T-EDP 118 COBOL I 2 4 4 
T-BUS 120 Accounting 5 pi 6 
T-BUS 115 Business Law 3 0 3 
T-ENG 102 Composition 3 0 3 
Social Science Elective 3 0 3 
T-EDP 115A Independent Study 0 5 0 
16 a 19 
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THIRD QUARTER 

tee 119 COBOL II 

T-EDP 116 Assembly Language I 
T-BUS 121 Accounting 

T-ENG 204 Oral Communication 
T-EDP 118A Independent Study 


FOURTH QUARTER 

T-EDP 117 Assembly Language II 
T-EDP 211 Applications I 

T-EDP 214 Computer Systems I 
T-BUS 225 Cost Accounting 
T-BUS 110 Office Machines 
T-EDP 116A Independent Study 


FIFTH QUARTER 

T-EDP 223 RPGI 

T-EDP 212 Applications II 

T-MAT 214 Business Statistics 

T-BUS 235 Business Management 
T-ENG 206 Business Communications 


SIXTH QUARTER 
T-EDP 222 Data Processing Project 
T-EDP 216 Systems and Procedures 
T-EDP 224 RPGII 
Data Processing Elective 
Social Science Elective 


Total Quarter Hours in Courses 
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ELECTRONICS TECHNOLOGY 
INTRODUCTION 


Purpose of Curriculum 


The field of electronics has developed at a rapid pace since the turn of 
the century. For many years the major concern of electronics was in the 
area of communications. Developments during World War II and in the 
period since have revolutionized production techniques. New industries 
have been established to supplement the need and demand for electronics 
equipment. 


Many opportunities exist for men and women with a technical education 
in electronics. This curriculum provides a basic background in electronic 
related theory with practical applications of electronics for business and 
industry. Courses are designed to develop competent electronics technicians 
who may take their place as an assistant to an engineer, or as a liaison 
between the engineer and the skilled craftsman. 


Job Description 


The electronics technician may start in one or more of the following 
areas: research, design, development, production, maintenance or sales. 
He may be an assistant to an engineer, an engineering aide, laboratory 
technician, supervisor or equipment specialist. His training is similar to 
that of an engineer, but in less depth and more practical in application.. 
He can function as a liaison between an engineer and the skilled craftsman. 


ELECTRONICS TECHNOLOGY 
SUGGESTED CURRICULUM BY QUARTERS 


Course Title C iy CH 
FIRST QUARTER 
T-ENG 101 Grammar 3 0 3 
T-MAT 101 Technical Mathematics 5 0 =) 
T-PHY 101 Technical Physics 5} pe 4 
T-DFT 101 Technical Drafting 0 6 2 
T-ELC 101 Fundamentals of Electricity 4 4 6 
15 2 ee 
SECOND QUARTER 
T-ENG 102 Composition 3 0 3 
T-MAT 102 Technical Mathematics 5 0 5 
T-PHY 102 Technical Physics 3 Z 4 
T-DFT 102 Technical Drafting 0 6 2 
T-ELC 102 Fundamentals of Electricity 5 4 i 
16 (2 ed 
THIRD QUARTER 
T-ENG 204 Oral Communication 3 0 3 
T-MAT 103 Technical Mathematics 5 0 5 
T-ELN 101 Electronic Instruments and Measurements l 4 3 
T-PHY 104 Technical Physics 3 2 4 
T-ELN 105 Control Devices 5 4 it 
ie 10s et 
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FOURTH QUARTER 

T-ENG 103 Report Writing 

T-MAT 201 Technical Mathematics 

T-ELN 205 Application of Vacuum Tubes and Transistors 
T-ELC 210 Rotating Devices 


FIFTH QUARTER 

T-ELN 211-P Communication Circuits 

T-ELN 214 Wave Shaping and Pulse Circuits I 

T-ELN 210 Semiconductor Circuit Analysis 
Social Science Elective 


SIXTH QUARTER 

T-ELN 235 Industrial Instrumentation 

T-ELN 215 Wave Shaping and Pulse Circuits II 
T-ELN 220 Electronic Systems Social Science Elective 


Total Quarter Hours in Courses 116 
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MENTAL HEALTH ASSOCIATE 
INTRODUCTION 


Purpose of Curriculum 


The curriculum is designed to prepare qualified persons to function as 
members of the mental health team. The role may be interdisciplinary in 
nature or may consist of duties related primarily to a particular discipline. 
In either case, the mental health associate functions under the direct super- 
vision of a professional member of the mental health team. 


Course work provides a foundation of knowledge from sociology, psy- 
chology, and mental health. Laboratory and field experiences provide op- 
portunities to develop human relations skills, to gain an overview of mental 
health services provided by various types of facilities, and to develop 
understanding of the role of mental health associate within the framework 
of a team approach to community mental health. The program is designed 
so that students leaving the program before completing the course will have 
the necessary education and training to find employment in the mental 
health field. 


The two-year preparatory curriculum provides a general foundation for 
participation in mental health activities. Further development of inter- 
personal skills and the learning of specialized tasks should result from 
planned on-the-job learning experiences. Effective utilization of the mental 
health associate requires the following: 


1. Thorough, planned orientation to the employing agency and to the 
role of the mental health associate within the agency; 


2. Provision for professional supervision; 


3. Provision for extension of duties or specialization through on-the- 
job training and in accordance with demonstrated aptitudes of indi- 
viduals. 


JOB DESCRIPTION 


_ The mental health associate may work in mental health facilities provi- 
ding residential patient care or in community facilities providing a variety 
of patient services. 


The specific tasks performed by the mental health associate will vary 
from one type of facility to another and according to personal skills and 
interests. The mental health associate who demonstrates skill in inter- 
personal relations may be assigned to work with patients and families to 
collect data, to interpret agency policies and procedures, to assist with 
implementation of the therapeutic plan, and to maintain liaison with other 
personnel and with other community agencies. Mental health associates 
may assist professional personnel in assimilating and maintaining records, 
in tabulating data, and in performing structured tasks of a clerical nature 
but requiring knowledge of psychiatric or psychological terminology. 
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MENTAL HEALTH ASSOCIATE 


SUGGESTED CURRICULUM BY QUARTERS 
Course Title C 


FIRST QUARTER 


T-ENG 101 
T-PSY 101 


T-SOC 101 


T-MHA 111 Introduction to Mental Health 


Grammar 
Introduction to Psychology 
Introduction to Sociology 


= | 
N WM nw 


SECOND QUARTER 


T-ENG 102 


T-PSY 120 


T-MHA 100 Mental Health Orientation 
T-MHA 112 Group Processes I 
T-MHA 112P Practicum I 


Composition 
Human Growth and Development 


| OK WNW 


—" 
i) 


THIRD QUARTER 


T-ENG 103 Report Writing 


T-PSY 211 


T-SOC 103 
T-MHA 114 Social Agency Interviewing 
T-MHA 113 Group Processes II 
T-MHA 113P Practicum II 


Behavior Disorder I: Theory 
Social Problems 


| OH WNW WwW 


— 
Nn 


SUMMER QUARTER 


T-MHA 115 


ON 


Field Internship in Community Health 


FOURTH QUARTER 


T-ENG 204 


DEBS. 212 
T-SSC 212 


T-MHA 220 Introduction to Occupational and 


T-MHA 210 Group Dynamics I 
T-MHA 210P Practicum III 


Oral Communication 
Behavior Disorder II: Modification 
Marriage and the Family 


Recreational Therapy 


| One w WWW 


— 
Ww 


FIFTH QUARTER 


T-PSY 225 
T-PSY 219 


T-MHA 211 
T-MHA 211P Practicum IV 


Elective 

Introduction to Psychological Testing 
Introduction to Personality 

Group Dynamics II 


| O—=Uanwn 


— 
Ww 


SIXTH QUARTER 


T-PSY 230 


T-MHA 215 Mental Health Seminar 
T-MHA 215P Practicum V 


Elective 
The Psychology and Physiology of Aging 


| SwwWn 


——— 
— 


Total Quarter Hours in Courses 108 
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POLICE SCIENCE 
INTRODUCTION 


Purpose of Curriculum 


Todays law enforcement officer must be knowledgeable in many areas 
if he is to function effectively in our complex society. He is expected to 
handle matters dealing with human relations, often handled by those 
trained in the behavioral sciences, he frequently has to act in legal matters 
requiring trained law personnel much deliberation to resolve; he must be 
skilled in the most recent operational techniques in order to insure equality 
of justice to all. 

To this end, the Police Science Program is dedicated to the purpose of 
developing proficiency in both preservice high school graduates and in- 
service law enforcement personnel. Its development is based on present 
and future educational needs. It offers theoretical and practical instruction 
to meet the requirements of various law enforcement agencies and provides 
the student with the skills, knowledge, and attitudes necessary for employ- 
ment in the law enforcement profession. 


There is an increasing demand for properly trained law enforcement 
officers in industry, municipal, county, state and federal agencies, and 
there is every reason to believe that the highly trained law enforcement 
officer will find challenging opportunities with public and private law 
enforcement services. 


Job Description 


Law enforcement is that important division of government which is 
assigned the power and responsibility to maintain order and enforce law. 
Its basic functions may be classified as prevention of crime, suppression 
of criminal activity, apprehension of offenders, preservation of the peace, 
regulation of noncriminal conduct, and the protection of life and property. 


To the original and primary police functions of preserving the peace 
and maintaining law and order, the ever widening scope of government 
activity has added a host of other duties to the various law enforcement 
agencies, ranging from the regulation of traffic and the suppression of 
vice to the enforcement of minor laws and ordinances that regulate the 
minutiae of business and private life in a modern society. 


POLICE SCIENCE TECHNOLOGY 
SUGGESTED CURRICULUM BY QUARTERS 


Course Title C L CH 

FIRST QUARTER 
T-ENG 101 Grammar 3 0 3 
T-MAT 107 Mathematics for Applied Sciences 5 0 5 
T-PSC 101 Introduction to Law Enforcement a 0 5 
T-PSC 112 Motor Vehicle Laws 3 0 3 
T-PSY 102 General Psychology 3 0 3 
19 Te. 1G 
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SECOND QUARTER 

T-ENG 102 Composition 

T-PSC 220 Organization and Administration 
T-PSC 102 Introduction to Criminology 
T-PSC 113 Police Techniques 

T-SOC 102 Principles of Sociology 


THIRD QUARTER 

T-ENG 204 Oral Communication 

T-PSC 110 Police Roll in Crime and Delinquency 
T-HEA 110 First Aid 

T-PSC 221 Police Supervision 

T-POL 101 Government—National, State, and Local 


FOURTH QUARTER 

T-ENG 103 Report Writing 

T-CHM 101 Chemistry 

T-PSC 201 ‘Traffic Planning and Management 
T-PSC 202 Police and Community Relations 


FIFTH QUARTER 

T-PSC 211 Introduction to Criminalistics 
T-PSC 209 Interview and Interrogations 
T-PSC 115 Criminal! Law 

T-PSC 204 Police Science Photography 
T-PSY 207 Applied Police Psychology 


SIXTH QUARTER 

T-PSC 210 Criminal Investigation 

T-PSC 235 Introduction to Forensic Science 
T-PSC 240 Firearms and Defensive Tactics 
T-PSC 205 Criminal Procedure and Evidence 


Total Quarter Hours in Courses 
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BUSINESS EDUCATION 
ACCOUNTING 


INTRODUCTION 


Purpose of Curriculum 


Accounting is one of the fastest growing employment fields in America 
today, and the job outlook for good accountants seems bright for many 
years to come. These opportunities are the result of the tremendous business 
and industrial expansion in all parts of the country. Because of this 
emphasis, there is a growing need for trained people in the area of account- 
ing to help managers keep track of a firm’s operation. The Accounting 
Curriculum is designed to fill this need by offering students the necessary 
accounting theories and skills for entry into the accounting profession. 


The specific objectives of the Accounting Curriculum are to develop the 
following competencies: 


1. Understanding of the principles of organization and management in 
business operations. 

2. Understanding of the fundamentals of accounting and analysis of 
financial statements. 

3. Understanding and skill in effective communications for business. 


Job Description 


The duties and responsibilities of an accountant vary somewhat in dif- 
ferent firms. Some of the things an accountant might do are: record trans- 
actions, render periodic reports, maintain cost records, make special re- 
ports, complete tax returns, audit the books, and advise management in 
areas of financial affairs. 


The graduate of the Accounting Curriculum may qualify for various 
jobs in business and industry leading to any of the following accounting 
positions: accounting clerk, payroll clerk, accounting machine operator, 
auditor, and cost accountant. This training plus further experience should 
prepare the graduate to perform as office manager, accounting supervisor, 
and to fill other responsible positions in a business firm. 


ACCOUNTING 
SUGGESTED CURRICULUM BY QUARTERS 
Course Title C ib, CH 
FIRST QUARTER 
T-ENG 101 Grammar 3 0 3 
T-BUS 101 Introduction to Business 3 0 3 
T-BUS 102 Typewriting (or T-BUS 103) Z 3 3 
T-ECO 102 Economics 3 0 3 
T-MAT 110 Business Mathematics 5 0 5 
ike ‘3S gag 
SECOND QUARTER 
T-ENG 102 Composition 3 0 3 
T-ECO 104 Economics 3 0 3 
T-BUS 115 Business Law 3 0 3 
T-BUS 120 Accounting 5 a 6 
T-BUS 123 Business Finance 3 0 3 
a7 oe VE 
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THIRD QUARTER 


T-BUS 124 
T-BUS 110 
T-BUS 116 
T-BUS 121 
T-ENG 204 


Business Finance 
Office Machines 
Business Law 
Accounting 

Oral Communications 


FOURTH QUARTER 


T-ENG 103 
T-BUS 235 
T-BUS 222 
T-BUS 211 


Report Writing 
Business Management 
Accounting 

Office Machines 
Business Elective 


FIFTH QUARTER 


T-ENG 206 
T-BUS 223 
T-BUS 225 
T-EDP 104 


Business Communication 
Accounting 

Cost Accounting 

Introduction to Data Processing 
Social Science Elective 


SIXTH QUARTER 


T-BUS 229 
T-BUS 269 


Taxes 

Auditing 

Accounting Elective 
Social Science Elective 


Total Quarter Hours in Courses 
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BUSINESS EDUCATION 


BUSINESS ADMINISTRATION 
INTRODUCTION 


Purpose of Curriculum 


In North Carolina the opportunities in business are increasing. With the 
increasing population and industrial development in this state, business has 
become more competitive and automated. Better opportunities in business 
will be filled by students with specialized education beyond the high school 
level. The Business Administration Curriculum is designed to prepare the 
student for employment in one of many occupations common to business. 
Training is aimed at preparing the student in many phases of administrative 
work that might be encountered in the average business. 


The specific objectives of the Business Administration Curriculum are 
to develop the following competencies: 

1. Understanding of the principles of organization and management in 
business operations. 
Understanding our economy through study and analysis of the role 
of production and marketing. 
Knowledge in specific elements of accounting, finance, and business 
law 
Understanding and skill in effective communication for business. 
Knowledge of human relations as they apply to successful business 
operations in a rapidly expanding economy. 
Job Description 


The graduate of the Business Administration Curriculum may enter a 
variety of career opportunities from beginning sales person or office clerk 
to manager trainee. The duties and responsibilities of this graduate vary 
in different firms. These encompassments might include: making up and 
filing reports, tabulating and posting data in various books, sending out 
bills, checking calculations, adjusting complaints, operating various office 
machines, and assisting managers in supervising personnel. 


BUSINESS ADMINISTRATION 


AR wo 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title (2 LY CH 
FIRST QUARTER 
T-ENG 101 Grammar 3 0 3 
T-BUS 101 Introduction to Business 3 0 3 
T-BUS 102 Typewriting (or T-BUS 103) 2 3 3 
T-ECO 102 Economics 3 0 3 
T-MAT 110 Business Mathematics 5 0 5 
16 Sees 
SECOND QUARTER 
T-ENG 102 Composition 3 0 3 
T-ECO 104 Economics 3 0 5 
T-BUS 115 Business Law 3 0 3 
T-BUS 120 Accounting s 2 6 
T-BUS 123 Business Finance 3 0 3 
1 OU mele 
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THIRD QUARTER 

T-BUS 110 Office Machines 
T-BUS 116 Business Law 

T-BUS 121 Accounting 

T-ENG 204 Oral Communications 
T-BUS 124 Business Finance 


Course Title 
FOURTH QUARTER 
T-BUS 211 Office Machines 
T-ENG 103 Report Writing 
T-BUS 235 Business Management 
T-BUS 239 Marketing 
T-BUS 232 Sales Development 


FIFTH QUARTER 
T-ENG 206 Business Communication 
T-BUS 243 Advertising 
T-EDP 104 Introduction to Data Processing 
Business Elective 
Social Science Elective 


SIXTH QUARTER 
T-BUS 229 Taxes 
T-BUS 271 Office Management 
T-BUS 272 Principles of Supervision 
Business Elective 
Social Science Elective 


Total Quarter Hours in Courses 105 
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BUSINESS EDUCATION 
SECRETARIAL—EXECUTIVE 
INTRODUCTION 


Purpose of Curriculum 


The demand for better qualified secretaries in our ever-expanding busi- 
ness world is becoming more acute. The purpose of this curriculum is to 
outline a training program that will provide training in the accepted proce- 
dures required by the business world and to enable persons to be come 
proficient soon after accepting employment in the business office. 


The Executive Secretary Curriculum is designed to offer the students the 
necessary secretarial skills in typing, dictation, transcription, and terminolo- 
gy for employment in the business world. The special training in secretarial 
subjects is supplemented by related courses in mathematics, accounting, 
business law, and personality development. 


Job Description 


The graduate of the Executive Secretary Curriculum should have a 
knowledge of business terminology, skill in dictation and accurate tran- 
scription of business letters and reports. The graduate may be employed 
as a stenographer or a secretary. Stenographers are primarily responsible 
for taking dictation and transcribing letters, memoranda, or reports. The 
secretary, in addition to taking dictation and transcribing, is given more 
responsibility in connection with meeting office callers, screening telephone 
calls, and being an assistant to an executive. She may enter a secretarial 
position in a variety of offices in businesses such as insurance companies, 
banks, marketing institutions, and financial firms. 


SECRETARIAL—EXECUTIVE 
SUGGESTED CURRICULUM BY QUARTERS 


Course Title G L CH 
FIRST QUARTER 
T-ENG 101 Grammar 3 0 3 
T-BUS 102 Typewriting (or T-BUS 103) Z je 3 
T-MAT 110 Business Mathematics 5 0 5 
T-BUS 101 Introduction To Business 3 0 5 
T-BUS 106 Shorthand 3 Z 4 
T-BUS 106a Shorthand Lab 0 5 0 
1G NOyMeers 
SECOND QUARTER 
T-ENG 102 Composition 3 0 3 
T-BUS 103 Typewriting 2 33 3 
T-BUS 120 Accounting 5 pi 6 
T-BUS 115 Business Law 3 0 3 
T-BUS 107 Shorthand 3 2 4 
T-BUS 107a Shorthand Lab 0 b) 0 
16 ie 6 
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THIRD QUARTER 


T-ENG 204 Oral Communication 3 0 3 
T-BUS 104 Typewriting D 5 3 
T-BUS 108 Shorthand 3 2 4 
T-BUS 110 Office Machines ») 2 2) 
T-BUS 187 Introduction to Transcription 3 0 3 
T-BUS 108a Shorthand Lab 0 5 0 
13 12 16 
FOURTH QUARTER 
T-ENG 103 Report Writing 3 0 2 
T-BUS 206 Dictation and Transcription 3 2 4 
T-BUS 205 Advanced Typewriting 2 3 3 
T-BUS 211 Office Machines 2 2 3 
T-BUS 112 Filing 3 0 3 
T-BUS 206a Shorthand Lab 0 5 0 
I) 12 16 
FIFTH QUARTER 
T-ENG 206 Business Communication 3 0 3 
T-BUS 207 Dictation and Transcription 3 2 4 
T-BUS 214 Secretarial Procedures 3 0 3 
T-EDP 104 _ Introduction to Data Processing 3 0 3 
T-BUS 207a Shorthand Lab 0 5 0 
Business Elective 3 0 3 
Social Science Elective 3 0 3 
18 7 Me, 
SIXTH QUARTER 
T-Bus 208 Dictation and Transcription 3 2 4 
T-BUS 271 Office Management 3 0 3 
T-BUS 215 Office Application 6 0 6 
T-BUS 208a Shorthand Lab 0 5 0 
Social Science Elective 3 0 3 
15 7 16 


Total Quarter Hours in Courses 104 


“Manipulative laboratory” involves development of skills and job proficiency. Credit 
of one quarter hour for each three hours of laboratory. 
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BUSINESS EDUCATION 
SECRETARIAL—LEGAL 
INTRODUCTION 


Purpose of Curriculum 


The demand for better qualified legal secretaries in our ever-expanding 
legal profession is becoming more acute. The purpose of the Legal Secretary 
Curriculum is to outline a training program that will provide specialized 
training in the accepted procedures required by the legal profession, and to 
enable persons to become proficient soon after accepting employment in 
the legal office. 


The curriculum is designed to offer the students the necessary secretarial 
skills in typing, dictation, transcription, and terminology for employment 
in the legal profession. The special training in secretarial subjects is sup- 
plemented by related courses in mathematics, accounting, business law, 
and personality development. 


Job Description 


The graduate of the Legal Secretary Curriculum should have a knowledge 
of legal terminology, skill in dictation and accurate transcription of legal 
records, reports, letters, and documents. The duties of a legal secretary may 
consist of taking dictation and transcribing letters, memoranda and reports, 
meeting office callers and screening telephone calls, filing, and scheduling 
appointments. Opportunities for employment of the graduate exist in a 
variety of secretarial positions in the legal profession such as lawyers’ 
offices and state and federal offices. 


SECRETARIAL—LEGAL 
SUGGESTED CURRICULUM BY QUARTERS 


Course Title C3 L CH 
FIRST QUARTER 
T-ENG 101 Grammar 3 0 3 
T-BUS 102 Typewriting (or T-BUS 103) 2 ce 3 
T-MAT 110 Business Mathematics 5 0 5 
T-BUS 101 Introduction to Business 3 0 3 
T-BUS 106 Shorthand 3 Bs 4 
T-BUS 106a Shorthand Lab 0 5 0 
16 fon es 
SECOND QUARTER 
T-ENG 102 Composition 3 0 3 
T-BUS 103 Typewriting 2 3 3 
T-BUS 107 Shorthand 3 Z 4 
T-BUS 120 Accounting S) 2 6 
T-BUS 115 Business Law 3 0 3 
T-BUS 107a Shorthand Lab 0 5 0 
16 Teak 
THIRD QUARTER 
T-ENG 204 Oral Communication 3 0 3 


66 


T-BUS 104 Typewriting 9) 3 3 
T-BUS 108 Shorthand 3 ? 4 
T-BUS 110 Office Machines #3 2 3 
T-BUS 183L Terminology and Vocabulary (Legal) 3 0 3 
T-BUS 17 Introduction to Transcription 3 0 3 
T-BUS 108a Shorthand Lab 0 5 0 
16 12 19 
FOURTH QUARTER 
T-Eng 103 = Report Writing 3 0 3 
T-BUS 206 Dictation and Transcription 3 2 4 
T-BUS 205 Advanced Typewriting 2 3 3 
T-BUS 211 Office Machines 2 3 2 
T-BUS 112 Filing 3 0 3 
T-BUS 206a Shorthand Lab 0 5 0 
13 12 16 
FIFTH QUARTER 
T-ENG 206 Business Communication 3 0 3 
T-BUS 207 Dictation and Transcription 3 fi 4 
T-BUS 214 Secretarial Procedures 3 0 3 
T-EDP 104 _ {[ntroduction to Data Processing 3 0 3 
T-BUS 207a Shorthand Lab 0 5 0 
Social Science Elective 3 0 3 
15 7 16 
SIXTH QUARTER 
T-BUS 208L Dictation and Transcription (Legal) 3 2 4 
T-BUS 271 Office Management 3 0 3 
T-BUS 215 Office Application 6 0 6 
T-BUS 208a Shorthand Lab 0 5 0 
Social Science Elective 3 0 3 
15 7 16 


Total Quarter Hours in Courses 104 


“Manipulative laboratory” involves development of skills and job proficiency. Credit 
of one quarter hour for each three hours of laboratory. 


67 


BUSINESS EDUCATION 
SECRETARIAL—MEDICAL 
INTRODUCTION 


Purpose of Curriculum 


The demand for better qualified medical secretaries in our ever-expand- 
ing medical profession is becoming more acute. The purpose of this cur- 
riculum is to outline a training program that will provide specialized train- 
ing in the medical and health occupations. 

The Medical Secretary Curriculum is designed to offer the students the 
necessary secretarial skills in typing, dictation, transcription, and termi- 
nology for employment in the medical profession. The special training in 
secretarial subjects is supplemented by related courses in mathematics, 
accounting, business law, and personality development. 


Job Description 


The graduate of the Medical Secretary Curriculum should have a knowl- 
edge of medical terminology, skill in dictation and accurate transcription 
of medical records, reports and letters. The duties of a medical secretary 
may consist of taking dictation and transcribing letters, memoranda and 
reports, meeting office callers and screening telephone calls, filing, and 
scheduling appointments. The graduate may enter a secretarial position 
in a variety of offices such as physicians’, private and public hospitals, 
federal and state health programs, and the drug and pharmaceutical 
industry. 


SECRETARIAL—MEDICAL 
SUGGESTED CURRICULUM BY QUARTERS 


Course Title C 1s CH 
FIRST QUARTER 
T-ENG 101 Grammar 3 0 5 
T-BUS 102 Typewriting (or T-BUS 103) Z af 3 
T-MAT 110 Business Mathematics 5 0 5 
T-BUS 101 Introduction to Business 3 0 3 
T-BUS 106 Shorthand 3 2 4 
T-BUS 106a Shorthand Lab 0 5 0 
ik TOMI 
SECOND QUARTER 
T-ENG 102 Composition 3 0 3 
T-BUS 103 Typewriting fe 3 3 
T-BUS 107 Shorthand 3 2 4 
T-BUS 120 Accounting 5 2 6 
T-BUS 115 Business Law 3 0 3 
T-BUS 107a Shorthand Lab 0 5 0 
& oe aa 
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THIRD QUARTER 


T-ENG 204 Oral Communications 3 0 3 
T-BUS 104 Typewriting 2 3 3 
T-BUS 108 Shorthand 3 > 4 
T-BUS 110 Office Machines p Dp 3 
T-BUS 183M Terminology and Vocabulary 
(Medical) 3 0 3 
T-BUS 187 Introduction to Transcription 3 0 3 
T-BUS 108a Shorthand Lab 0 5 0 
16 12 19 
FOURTH QUARTER 
T-ENG 103 Report Writing 3 0 3 
T-BUS 206 Dictation and Transcription 3 2 4 
T-BUS 205 Advanced Typewriting 2 3 3 
T-BUS 211 Office Machines 2 2 3 
T-BUS 112 _ Filing 3 0 3 
T-BUS 206a Shorthand Lab 0 5 0 
T-BUS 284M Terminology and Vocabulary (Medical) 3 0 5 
16 12 19 
FIFTH QUARTER 
T-ENG 206 Business Communication 3 0 3 
T-BUS 207 Dictation and Transcription 3 2 4 
T-BUS 214 Secretarial Procedures 3 = 4 
T-EDP 104 Introduction to Data Processing 3 0 : 
T-BUS 207a Shorthand Lab 0 5 0 
Social Science Elective 3 0 3 
15 7 16 
SIXTH QUARTER 
T-BUS 208 Dictation and Transcription 3 Z 4 
T-BUS 271 Office Management 8 0 5 
T-BUS 215 Office Application 6 0 6 
T-BUS 208a Shorthand Lab 0 5 0 
Social Science Elective 3 0 3 
15 vy, 16 


Total Quarter Hours in Courses 107 


-“Manipulative laboratory” involves development of skills and job proficiency. Credit 
of one quarter hour for each three hours of laboratory. 
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COURSE DESCRIPTIONS 


The courses which follow are a complete alphabetical listing of courses 
offered at Pitt Technical Institute in the Technical Programs. 


Courses carrying ““T”’ before the course number (T-ENG 101) are techni- 
cal courses. 


In the course description, following the course number and title, ap- 
pears a code which should be interpreted as follows: first number equals 
number of lecture or classroom hours; second number denotes the number 
of shop or laboratory hours; third number equals number of credit hours. 


AGRICULTURE 
he, sb CH 


T-AGR 100 Agricultural Chemicals Seminar 1 0 1 
An introductory course which presents a brief but broad look into the entire field of 
agricultural chemicals. A base of knowledge is established in the student which pro- 
vides a projected concept of principles to be taught in subsequent courses in this 
curriculum. The definition, objectives, method of operation, and role of the agricul- 
tural chemicals industry as a vital link to the total field of agriculture is presented. 
All instruction is developed by the conference method allowing maximum student 
research and individual participation. Prerequisite: None. 


T-AGR 104 Introduction to Agricultural Economics 5 2 4 
An introduction to economics, the functions of the economic system and agriculture’s 
role in the economy. A review of the functions of the manager and an introduction 
to the principles he uses in making decisions to adjust to changing conditions. 
Analysis of the main sources of change which affect agricultural firms. Prerequisite: 
None. 


T-AGR 119 Techniques of Welding 

Principles of oxyacetylene and electrical welding, cutting and brazing. Principles, 

procedures, safety precautions and experience in using oxyacetylene and arc equip- 

ment. Projects are assigned to develop skill in the use of equipment. Includes the 

mney of metals, rods, gases, and special electric welding machinery. Prerequisite: 
one 


T-AGR 125 Animal Science bs 2 

An introductory animal science course covering the fundamental principles of live- 
stock production. A study of the animal body and the basic principles of reproduction, 
genetics, growth, fattening, digestion, along with the selection, feeding, improve- 
ment, processing and marketing of livestock. Prerequisite: None. 


T-AGR 127 Animal Nutrition 5 A: 6 
A course dealing with the principles of nutrition and their application to feeding 


practices of cattle, horses, sheep, and swine production in North Carolina. Prerequi- 
site: T-AGR_ 125. Elect. 


T-AGR 145 Entomology 2 2 
A study of the major insects of the area, their identification, harmful effects, and 
life history. Economic damage to crops will be stressed. Prerequisite: None. 


T-AGR 155 Plant Pathology 3 Z 4 
A course dealing with the nature and symptoms of diseases in plants; the char- 


acteristics of plant diseases, causal agents; cause, identification, and control of the 
major plant diseases of the area. 


T-AGR 170 Plant Science 5 2 6 


An introductory general botany and crop science course covering the fundamental 
principles of the reproduction, growth, functions, and development of seed bearing 


plants with application to certain commercially important plants in North Carolina. 
Prerequisite: None. 
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T-AGR 180 General Poultry Science | 3 2 4 
An introduction to the science of poultry production. The major phases of the 
study include the history of the poultry industry; the anatomy and physiology of 
the chicken; the breeds and varieties; the breeding principles; the principles of in- 
cubation, brooding, rearing, feeding, housing, and management; marketing poultry 
products; and the science of disease and parasite prevention and control. Elect. 


T-AGR 185 Soil Science and Fertilizers = 2 6 
A course dealing with basic principles of efficient classification, evaluation, and 
management of soils; care, cultivation and fertilization of the soil, and conservation 
of soil fertility. Prerequisite: None. 


T-AGR 187 Fertilizers and Lime 3 2 4 
A review of the source, function, and the use of the major and minor plant food 
elements; commercial fertilizer ingredients; soil acidity, liming materials; application 
of fertilizer and liming materials. Prerequisite: None. 


T-AGR 201 Agricultural Chemicals 5 2 

A study of agricultural chemicals—their importance, ingredients, formulation, and 
application with emphasis upon the effective and safe utilization of chemicals in 
agricultural pest control. Major emphasis is placed upon weed identification and 
those chemicals utilized for weed control. Part of the course is devoted to those 
chemicals other than herbicides—such as insecticides, fungicides, and others. Pre- 
requisite: T-AGR 145 or permission of instructor. 


T-AGR 203 Pesticide and Fertilizer Application 2 2 3 
A study and practical exercise in the correct application of pesticides and fertilizers. 
Economics of custom application; equipment, precautions, and legal aspects of 
application are presented. Prerequisites: T-AGR 145, T-AGR 165. 


T-AGR 204 Farm Business Management 5 2 6 
A review of the functions of the manager of a business firm and the problems he 
faces. Development of the concept of planning by both partial and complete budget- 
ing. Review of the concepts of costs and the length of run in production. Practice 
in preparing enterprise budgets as an aid in choosing what to produce. Use of 
partial budgeting to find the least cost production procedure. Analysis of production 
data to select the level of production that yields the most net revenue. Relationship 
between size, efficiency of the manager. Prerequisite: T-AGR 104. 


T-AGR 205 Agricultural Marketing < 2 6 

An analysis of the functions of marketing in the economy and a survey of the 
problems marketing faces. A review of the market structure and the relationship 
of local, terminal, wholesale, retail, and foreign markets. Problems in the operations 
of marketing firms—including buying and selling, processing, standardization and 
grading, risk taking and storage, financing, efficiency, and cooperation. Discussion 
of procedures of marketing such commodities as grain, cotton, livestock, and tobacco. 


Prerequisite: AGR 104 or permission of instructor. 


T-AGR 206 Agricultural Finance eS Q Be 
Analysis of the capital structure of modern commercial agriculture with emphasis 
upon the sources of credit. A review of lending institutions, repayment schedules, 
and credit instruments. Practice in the procedure of evaluating farm resources with 
attention to information needed for resource valuation, appraisal forms and pro- 
cedures, discounting, and depreciation. Elect. 


T-AGR 209 Agricultural Prices 3 0 3 ' 
An introduction to the functions of prices in our economic system and the effects o 
changing price levels. The influence consumer demand has on prices threve Deas 
and income elasticities. A review of the influences of cycles and timing 0 pro- 
duction along with an examination of the use of future commodity contracts. 
Application of the principles of price analysis to price control and parity ay ra, 
Familiarization with the various tools widely used in historical analysis and fore 
casting. Prerequisite: AGR 104 or permission of instructor. Elect. 


: on) 4 
T-AGR 218 Agricultural Mechanization S) Zz 
A study of aoe machinery management and labor-saving devices. The eae pes 
of selection and operation of farm machinery. Study and evaluation of a Aisa at 
and mixers, storage facilities, materals handling systems, and other labor-saving 


devices. 
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T-AGR 221 Lawn and Garden Equipment 2 2a Slee 
The principles of operation, service, adjustment, and maintenance of equipment for 
lawn, garden, and landscape. Elect. 


T-AGR 222 Farm Electrification 3 com 4 
A study of the basic principles and systems and their application to agricultural 
production with emphasis upon equipment for controlling the utilization of electricity. 
Blect: 


T-AGR 226 Swine Production 3 2 4 
Development of the swine producing and marketing industries; principles and 
practices of selection, breeding, feeding, housing, marketing, and management of 
swine. Prerequisite: T-AGR 125. Elect. 


T-AGR 227 Beef Cattle Production i) 2 4 
A study of the principles of selection, breeding, feeding, care, and management 
of beef cattle. Prerequisite: T-AGR 125. Elect. 


T-AGR 228 _ Livestrock Diseases and Parasites 3 2 4 
A course dealing with the common diseases and parasites of livestock; sanitation 
practices and procedures with emphasis on the cause, damage, symptoms, prevention 
and treatment of parasites and diseases; and management factors relating to disease 
and parasite prevention and control. Prerequisite: T-AGR 125. 


T-AGR 245 Crop Insects 3 2 4 
A study of common local crop insects, their economic importance, identification, 
life cycle and host. Student field trips studying insect damage will be stressed. 
Prerequisite: T-AGR 145. 


T-AGR 247 Garden, Fruit, and Household Pests 3 2 
Recognition, life history, and control of common garden, fruit, and household pests. 
Prerequisite: T-AGR 145. 


T-AGR 254 Plant Propagation 2 2 3 
A study of basic concepts and principles of sexual and asexual propagation. Techni- 
ques are learned through practical exercises conductéd in laboratory sessions. 
Emphasis is given to those propagation methods widely utilized in the industry. 


T-AGR 255 Ornamental Plant Pathology 5 Z 

The purpose of this course is to teach the student the control of diseases of 
ornamental crops through a basic knowledge of structure, life history, and identifi- 
cation of the various parasitic disorders plaguing ornamental trees, shrubs, flowers, 
and turf. Elect. 


T-AGR 272 Tobacco Technology 63 2 4 
A review of the economic importance of tobacco in North Carolina and a detailed 
study of all aspects of the production and marketing of tobacco with a brief look at 
the processing and manufacturing phases. Prerequisite: T-AGR 170. Elect. 


T-AGR 273 Grain Production and Marketing 6) 0 3 
A course covering the various phases of grain-crop production and marketing with 


emphasis upon those of economical importance to North Carolina. Prerequisite: 
T-AGR 170. Elect. 


T-AGR 278 Weed Identification and Control 3 0 =) 
A study of the identification and control of the annual and perennial weeds of 
economic importance in North Carolina. Prerequisite: None. 


T-AGR 285 Soil Fertility 3 2 4 


A course dealing with soil fertility principles. The application of these principles 


to the North Carolina soils, soil fertility evaluation and soil conservation practices. 
Prerequisite: T-AGR 185. Elect. 


T-AGR 296 Agricultural Programs and Agencies S 2 4 
A review of the public agricultural programs and agencies that provide services 


for agricultural producers. The objectives, organization, functions, and services of 
these organizations. Elect. 


2 


ARCHITECTURE 


T-ARC 106 Architectural Drafting 2 6* 

A course designed to provide fundamental knowledge of the principles of drafting. 
Basic skills and techniques of drafting included are: use of drafting equipment, 
lettering, pictorial sketching, geometric construction, orthographic instrument drawing 
of principal views. Projection problems dealing with principles of descriptive 
geometry involving points, lines, planes, and solids. The principles of isometric, 
oblique, and perspective drawings are included. Applications of descriptive geometry 
are used in visualization and analytical solutions of the drafting problems involving 
auxiliary views, intersections and developments. Prerequisite: None. 


T-ARC 107 Architectural Drafting 2 6 4 
Development of techniques in architectural lettering, symbols, dimensioning, free- 
hand and instrument drafting. Drawing of complete set of working drawings for 
a residence, construction details, using appropriate material symbols and connections. 
Section, scale details and full-size details will be prepared from preliminary sketches. 
Applications of descriptive geometry are used in visualization and analytical solutions 
of the drafting problems involving auxiliary views, intersections and developments. 
Prerequisite: T-ARC 106. 


T-ARC 108 Architectural Drafting 0 9 3 
An approach in depth to the study of architectural drafting. Development of 
techniques in architectural lettering, dimensioning, freehand sketching, and instru- 
ment drawing. Drawings of construction details, using appropriate material symbols. 
This is a continuation of ARC 107 and includes an introduction to commercial 
working drawings. Working drawings, including plans, elevations, sections, scale 
details, and full-size details will be prepared from preliminary sketches. Prerequisites: 
T-ARC 107, T-AHR 106, T-CIV 105. 


T-ARC 220 Architectural Drafting 2 9 5 
This course includes commercial working drawings, material used in commercial 
buildings, and systems of construction. Drawing of structural plans and details 
as prepared for building construction, including steel, concrete, and timber structural 
components. Appropriate details and drawings necessary for construction will be 
studied. Reference materials will be used to provide the draftsman with skills and 
knowledge in locating data and in using handbooks. Prerequisite: T-ARC 108. 


T-ARC 221 Architectural Drafting 2m Or ie ee 
Group projects involving coordinating of complete set of working drawings for 
commercial work. Consideration is given to coordination of mechanical and electrical 
features with structural and architectural components. Two-week problem in model 
building or architectural presentation work. Prerequisite: T-ARC 220. 


T-ARC 222 Architectural Drafting o* 9 5 
Preparation of the complete set of working drawings for the architectural structure, 
coordinating floor plans, elevations, wall sections and details. Site and landscaping 
plans will be studied and drawn. Final assembly of the complete document for 
construction purposes will be made. Prerequisites: T-ARC 221, T-CIV 101, T-DFT 
230s 


T-ARC 233 Office Practice Seminar | VEG Cat eee WY 

A study of the professional relationship of the architectural firm in relation to 
clients, contractors, suppliers, consultants, and other architects. Ethics of the pro- 
‘fession as applicable to the draftsman’s roll in the architectural firm will be stressed. 


Prerequisite: None. 


ARCHITECTURAL EQUIPMENT (MECHANICAL ) 


T-AHR 106 Architectural Mechanical Equipment — Pa at Fay were, 
General study of heating, air conditioning, plumbing and electrical | SUID MLEE 
materials and symbols. Building code requirements pertaining to residential oe 
commercial structures. Reading and interpretation of working drawings by meena 
engineers. Coordination of mechanical and electrical features with structural an 


architectural designs. Prerequisite: None. 


tis, 


BIOLOGY 


T-BIO 114 Human Anatomy and Physiology 4 2 

A study of the structure and normal functions of the human body and its related 
systems with emphasis upon the inter-related functions of various parts and systematic 
processes in the development of basic physiological principles. Prerequisite: None 


BUSINESS 


T-BUS 101 Introduction to Business 3 0 3 
A survey of the business world with particular attention devoted to the structure 
of the various types of business organization, methods of financing, internal organi- 
zation, and management. Prerequisite: None. 


T-BUS 102 Beginning Typewriting 2 3 3 
Emphasis is on study of keyboard, the mechanics of the typewriter necessary for the 
acquisition of elementary typewriting skills, and development of speed and accuracy. 
Open for beginning typing students only. Prerequisite: None. 


T-BUS 103 Typewriting 2 3 S 
Instruction emphasizes the development of speed and accuracy with further mastery 
of correct typewriting techniques. These skills and techniques are applied in tabula- 
tion, manuscript, correspondence, and business forms. Prerequisite: T-BUS 102 or the 
equivalent. 


T-BUS 104 Typewriting a 2 3 
Emphasis on production typing problems and speed building. Attention to the 
development of the student’s ability to function as an expert typist, producing mailable 
copies. Prerequisite: T-BUS 103. 


T-BUS 106 Shorthand 2 2 4 
A beginning course in the theory and practice of reading and writing Gregg short- 
hand. Emphasis on phonetics, penmanship, word families, brief forms, and phrases. 
Prerequisite: None. 


T-BUS 106a Shorthand Lab 0 e. 0 
Dictation practice in shorthand lab to accompany shorthand class. 
T-BUS 107 Shorthand 5} 2 S 


Continued study of theory with greater emphasis on dictation and elementary trans- 
cription. Prerequisite: T-BUS 106 or the equivalent. 


T-BUS 107a Shorthand Lab 0 5 0 
Dictation practice in shorthand lab to accompany shorthand class. 
T-BUS 108 Advanced Shorthand S 2 a 


Review of shorthand principles, daily speed practice, and development of greater 
dictation and transcription speed. Prerequisite: T-BUS 107. 


T-BUS 108a Shorthand Lab 0 5 0 
Dictation practice in shorthand lab to accompany shorthand class. 
T-BUS 110 Office Machines 2 2 3 


A general survey of the business and office machines. Students will receive training 
in techniques, processes, operation and application of the ten-key adding machines, 
full keyboard adding machines, and calculator. Prerequisite: None. 


T-BUS 112 Filing a 0 
Fundamentals of indexing and filing, combining theory and practice by the use of 


miniature letters, filing boxes, and guides. Alphabetic, geographic, subject, and 
numeric filing. Prerequisite: None. 


T-BUS 115 Business Law 3 0 


A_study of the law as it applies to ordinary business transactions, including the law 
of contracts, agency and employment and commercial paper. The purpose is to give 


students an awareness of various legal problems that frequently arise in business 
and social life. Prerequisite: None. 
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T-BUS 116 Business Law 
A continuation of BUS 115. Includes the law of personal property and bailments, 
sales, insurance, and torts. Prerequisite: T-BUS 115. 


T-BUS 120 Principles of Accounting 3 2 6 
A study of the basic accounting concepts as applied to a single proprietorship. 
Practical problems requiring students to use journals and general ledgers, preparation 
and analysis of work sheets, the balance sheet and income statement. Introduction 
to basic concepts of internal control. Prerequisite: T-MAT 110. 


T-BUS 121 Acccunting 5 2 
Partnership and corporation accounting including a study of payrolls, federal and 
state taxes. Emphasis is placed on the recording, summarizing and interpreting data 
for management control rather than on bookkeeping skills. Accounting services are 
shown as they contribute to the recognition and solution of management problems. 
Prerequisite: T-BUS 120 


T-BUS 123 Business Finance 3 0 3 
Financing of business units, as individuals, partnerships, corporations, and trusts. 
A detailed study is made of short-term, long-term, and consumer financing. Prere- 
quisite: None 


T-BUS 124 Business Finance 3 0 3 
Financing, federal, state, and local government, and the ensuing effects upon the 
economy. Factors affecting supply of funds, monetary, and credit policies. Prere- 
quisite: T-BUS 123 


T-BUS 183E Terminology and Vocabulary 3 0 3 
ELECTIVE (Executive) 

To develop an understanding of the terminology and vocabulary appropriate to the 
course of study as it is used in business, technical, and professional offices. Prere- 
quisite: T-BUS 107. 


T-BUS 183L Terminology and Vocabulary (Legal) 3 0 3 
To develop an understanding of the terminology and vocabulary appropriate to the 
course of study, as it is used in business, technical, and professional offices. Prere- 
quisite: T-BUS 107 


T-BUS 183M _ Terminology and Vocabulary (Medical) 3 0 3 
To develop an understanding of the terminology and vocabulary appropriate to the 
course of study, as it is used in business, technical, and professional offices. Prere- 
quisite: T-BUS 107 


T-BUS 187 Introduction to Transcription es &) 0 3 
This course integrates the necessary skills for transcribing shorthand notes at a 
typewriter. This course is to be taken concurrently with T-BUS 108. Prerequisite: 


T-BUS 107. 


T-BUS 205 Advanced Typewriting ; ne 3 | 
Emphasis is placed on Hiaetas sloprent of individual production rates. The students 
learns the techniques needed in planning and in typing projects that closely ap- 
proximate the work appropriate to the field of study. Prerequisite: T-BUS 104. 


T-BUS 206 Dictation and Transcription ag 3 ay 4 
Develops the skills of taking dictation and of transcribing at the typewriter materials 
appropriate to the course of study, which includes a review of the theory and the 
dictation of familiar and unfamiliar materials at varying rates of speed. Prerequisite: 
T-BUS 108. 


T-BUS 206a Shorthand Lab 0 ) 0 
Dictation practice in shorthand lab to accompany shorthand class. 
T-BUS 207 Dictation and Transcription 3 2 4 


i i ictati ibi he type- 
Further development of the skills of taking dictation and transcribing at the 
writer pect appropriate to the course of study, which includes seas uf 
familiar and unfamiliar material at varying rates of speed and office-stype dictation. 
Prerequisite: T-BUS 206 


T-BUS 207a Shorthand Lab 0 5 
Dictation practice in shorthand lab to accompany shorthand class. 


ts 


0 


T-BUS 208 Dictation and Transcription 3 2 4 
Covering materials appropriate to the course of study, the student develops the 
accuracy, speed, and vocabulary that will enable her to meet the stenographic require- 
ments of business and professional offices. Prerequisite: T-BUS 207. 


T-BUS 208a Shorthand Lab 0 5 6) 
Dictation practice in shorthand lab to accompany shorthand class. 
T-BUS 211 Office Machines 2 Zi 3 


Instructions in the operation of the bookkeeping accounting machine, duplicating 
equipment, and the dictating and transcribing machines. Prerequisite: T-BUS 102 
or equivalent. 


T-BUS 214 Secretarial Procedures s' 2 4 
Designed to acquaint the student with the responsibilities encountered by a secretary 
during the work day. These include the following: receptionist duties, handling the 
mail, telephone techniques, postal regulations, office duplicating, office records, 
purchasing of supplies, office organization, insurance claims; and a unit on personal 
grooming. 


T-BUS 215 Office Application 

The student is assigned to a commercial firm for general office work as required 
by the cooperating firm. To provide actual work experience and an opportunity for 
the practical application of the skills and knowledge previously learned. Prerequisite: 
T-BUS 214, T-BUS 205, T-BUS 211. 


T-BUS 219 Credit Procedures and Problems S 0 S) 
ELECTIVE 
Principles and practices in the extension of credit and the collection of accounts. 


Federal and state laws pertaining to credit extension and collection are included. 
Prerequisite: T-BUS 120 


T-BUS 222 Accounting S Z 6 

Thorough treatment of the field of general accounting providing the necessary foun- 
dation for specialized studies that follow. The course includes, among other aspects, 
the balance sheet, income and surplus statements, fundamental processes of record- 


ing, eet aud temporary investments, and analysis of working capital. Prerequisite: 
T-BUS ; 


T-BUS 223 Accounting 5 2 6 

Additional study of intermediate accounting with emphasis on investments, plant and 
equipment, intangible assets and deferred charges, long term liabilities, paid-in 
capital, retained earnings, and special analytical processes. Prerequisite: T-BUS 222. 


T-BUS 225 Cost Accounting 3 2 4 

Nature and purposes of cost accounting; accounting for direct labor, materials, and 
factory burden; job cost, and standard cost principles and procedures; selling and 
distribution cost; budgets, and executive use of cost figures. Prerequisite: T-BUS 121. 


T-BUS 227 Advanced Accounting 8 2 4 
Advanced accounting theory and practice as applied to special accounting problems, 


bankruptcy proceedings, estates, trusts, parent and subsidiary accounting. Prerequi- 
site: T-BUS 223. 


T-BUS 229 Taxes | 2 4 
Application of federal and state taxes to various businesses and business conditions. 


A study of the following taxes: income, payroll, intangible, capital gain, sales and 
use, excise, and inheritance. Prerequisite: T-BUS 121. 


T-BUS 232 Sales Development 3 0 3 
A study of retail, wholesale and specialty selling. Emphasis is placed upon master- 


ing and applying the fundamentals of selling. Preparation for and execution of sales 
demonstrations required. Prerequisite: None. 


T-BUS 233 Personnel Management 

ELECTIVE : ; : : 
An introduction to the operation of a personnel department. Emphasis is placed on 
the scientific management of manpower through personnel policies pertaining to re- 


cruitment, selection, placement, training, promotion, employee services, and health 
and safety. 
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T-BUS 235 Business Management 3 0 3 
Principles of business management including overview of major functions of manage- 
ment, such as planning, staffing, controlling, directing, and financing. Clarification 
of the decision-making function versus the operating function. Role of management 
in business—qualifications and requirements. 


T-BUS 239 Marketing _ 3) 
A general survey of the field of marketing, with a detailed study of the functions, 
policies, and institutions involved in the marketing process. Prerequisite: None. 


T-BUS 243 Advertising a 2 4 
The role of advertising in a free economy and its place in the media of mass com- 


munications. A study of advertising appeals; product and market research; selection 
of media; means of testing effectiveness of advertising. 


T-BUS 247 Business Insurance S 0 3 
ELECTIVE 

A presentation of the basic principles of risk insurance and their application. A sur- 
vey of the various types of insurance is made. 


T-BUS 258 Speed Typewriting Z S 3 
ELECTIVE 

Emphasis is placed on improving typing techniques including stroke control, accuracy, 
forced speed building, and retained speed for long periods of typing straight copy. 
Prerequisite: T-BUS 205. 


T-BUS 269 Auditing 3 2 4 
Principles of conducting audits and investigations; setting up accounts based upon 
audits; collecting data on working papers; arranging and systemizing the audit, and 
writing the audit report. Emphasis placed on detailed audits, internal auditing, and 
internal control. Prerequisite: T-BUS 223. 


T-BUS 271 Office Management & 0 S 
Presents the fundamental principles of office management. Emphasis on the role of 
office management including its functions, office automation, planning, controlling, 
organizing and actuating office problems. 


T-BUS 272 Principles of Supervision 3 OM ieneys 
Introduces the basic responsibilities and duties of the supervisor and his relationship 
to superiors, subordinates, and associates. Emphasis on securing an effective work 
force and the role of the supervisor. Methods of supervision are stressed. 


T-BUS 284M _ Terminology and Vocabulary 3 0 a 
Greater emphasis on an understanding of the terminology and vocabulary appropriate 
to the course of study, as it is used in business, technical, and professional offices. 
Prerequisite: T-BUS 183M. 


COMMERCIAL ART 


T-CAT 100 Art Appreciation ely 0 3 
An introduction to various visual art forms with an extensive analysis of the elements 
of design. Also, a study of the artists and their works within the context of 
societies in which they were creative. 


T-CAT 101 Advertising Principles Bae 0 es) 
A comprehensive survey of the history and development of advertising including a 
discussion of its economic and social values. An introduction to advertising media 
and current publications in the field. Prerequisite: None. 


T-CAT 105 Life Study pb 3 ) 

A study of the body structure with emphasis on the skeletal and muscular systems, 
movement and the aging process. Graphical interpretation and response to love 
models with emphasis on proportioning, masses and movement. Prerequisite: None. 


T-CAT 106 Life Stud Oe 6 2 

Graphical ee itecretanion and response to the live model covering topics ace = Ee 
portioning, the aging process, character, expression and draping the model. ‘ 5 
course will deal with building of the figure and such ingredients as eg eat al- 
ance, rhythm, turning, twisting, wedging, distribution of masses, perspective O oy 
planes of form, abdominal arch, hair forms and variations. Prerequisite: T-CAT : 


a), 


T-CAT 110 Industrial Illustration a 
A comprehensive approach to the tools, equipment, materials and utilization of the 
illustration. Laboratory exercises and problems covering such topics as retouching 
photographs, product illustrations, production illustrations, renderings, preparation 
of visual charts, graphs and composites. Prerequisite: T-DFT 102. 


T-CAT 116 Photography 2 6 4 
An introduction to the field of photography, photographic equipment and materials. 
A study of the fundamental techniques of the camera and its expressive possibilities 
in relation to the field of design and visual communications. Assigned camera proj- 
ects, darkroom procedures and equipment. Prerequisite: None. 


T-CAT 121 Commercial Art & Advertising Design a 9 6 
An introduction to drawing and basic design fundamentals and principles. Em- 
phasis is placed on line, two- and three-dimensional shapes, letter indication, 
sketching, perspective, light and shade, equipment and materials of the art and 
design profession. Prerequisite: None. 


T-CAT 122 Commercial Art & Advertising Design 3 9 6 
Advanced material in drawing, basic design, lettering, equipment and materials. 
Emphasis is placed on two- and three-dimensional form, perspective, sketching, rough 
and finished lettering. Laboratory will consist of assigned graphical problems with 
critique and discussion by class participation. Prerequisite: T-CAT 121. 


T-CAT 123 Commercial Art & Advertising Design 3 9 6 
Introduction to layout and design for printing. Mechanics of layout, properties of 
type, and basic reproductive processes. Laboratory exercises will consist of prepara- 
tion of comprehensive art form for presentation on magazine covers, trademarks, 
book covers, textile designs, furniture designs, two- and three-dimensional display 
figures. Assigned graphical problems with critique and discussion by class members. 
Prerequisite: T-CAT 122, T-DFT 102. 


T-CAT 205 Advertising Copywriting S) 0 3 
A study of the techniques used in creating effective advertising copy for various 
types of media; purposes and duties of the copywriter and legal problems encountered 
in copywriting. Theory and practice will be given in writing copy for the various 
media including retail and fashion copy, mail order, direct mail, business publications, 
radio and television. Prerequisite: T-ENG 103. 


T-CAT 212 Advertising Illustration 1 2 2 
An introduction to advertising illustration through problems in shape, space, and 


light analysis. Laboratory exercises will explore the use of various media. Prerequi- 
site: TCCAT 123. 


T-CAT 213 Advertising lilustration 1 
Advanced work and assigned problems in advertising illustration. The student is 
urged to explore a variety of mediums. Prerequisite: T-CAT 212. 


T-CAT 214 Advertising Illustration 1 3 Zz 
Assigned problems in advanced illustration. Emphasis is placed on originality and 


the readiness of the student to explore assigned graphical tasks and problems. 
Prerequisite: T-CAT 213. 


T-CAT 217 Photography fe 6 
Advanced photographic techniques and materials. Participation in studio and lab- 
oratory procedures illustrating the various applications and creative possibilities of 
photography in advertising. Prerequisite: T-CAT 116. 


T-CAT 224 Commercial Art & Advertising Design 3 9 6 
An introduction to cartooning, intermediate layout and design techniques for print- 
ing. Laboratory assigned graphical problems will cover such topics as color separa- 
tion, half tones, and materials for the development of posters, show cards, banners, 
hand-lettered documents, brochures and folders. Prerequisite: T-CAT 123. 


T-CAT 225 Commercial Art & Advertising Design 5 9 6 
Advanced problems in layout and design techniques for printing, illustration, cartoon- 
ing, animation, display design and lettering. Laboratory and graphic problems dealing 
with magazine and book illustrations, the fashion figure, outdoor sign writing, dis- 
plays and exhibits for business and industry. Prerequisite: T-CAT 224. 
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T-CAT 226 Commercial Art & Advertising Design 3 9 

A course providing simulated professional working conditions utilizing advanced lay- 
out and design techniques for printing. Each student will explore a variety of prob- 
lems and present his solutions for general class critique and discussion. This course 
will climax with the review and presentation of the student’s individual portfolio 
of professional work. Prerequisite: T-CAT 225. 


T-CAT 235 Advertising Art Direction 5 0 5 
A study of the techniques used in creating effective advertising for various types of 
media. The physical consideration of the advertisement such as size, position, color, 
frequency of insertion, layout, coupons and inquiries. Analysis of techniques to cases 
in national, retail, mail order, industrial and professional advertising with considera- 
tion given to budgetary practices. Prerequisite: TVCAT 101, T-CAT 225. 


CHEMISTRY 


T-CHM 101 Chemistry (Refresher) 4 2 5 
A review of the physical and chemical properties of substances, chemical changes; 
elements, compounds, gases, chemical combinations; weights and measurements; 
theory of metals; acids, bases; salts, solvents, solutions, and emulsions; in addition 
electrochemistry, electrolytes, and electrolysis in their application of chemistry to in- 
dustry. Prerequisite: T-MAT 110. 


T-CHM 105 Chemistry (Inorganic) 4 Ha 5 
General course in inorganic chemistry. Properties of acids, salts, bases, and solu- 
tions. Chemical and physical properties of selected inorganic elements are studied 
in detail. Laboratory work will consist of various inorganic tests and experiments 
Prerequisite: T-CHM 101. 


T-CHM 106 Chemistry (Organic) 4 2 5 
General principles and theories of organic chemistry. Preparations, formulas, and 
properties of the most important organic compounds, with a brief description of 
synthetic compounds of commercial value in addition to the main vitamins, anti- 
biotics, and hormones and pesticides. Prerequisite: T-CHM 105. 


T-CHM 107 Agricultural Chemistry 5 eek oer 
Course dealing with the application of inorganic and organic chemistry principles to 
fertilizers, pesticides, and soil science. Pesticides formulation, testing, and proper- 
ties. Scil and fertilizer methods of analysis used in North Carolina and their inter- 
-pretations. Prerequisites: T-CHM 101, T-CHM 105, T-CHM 106. 


T-CHM 121 Quantitative Chemical Analysis on 6 * 
Emphasis is placed on developing laboratory techniques employed in the volumetric 
analysis of acids and bases. The students will become thoroughly familiar with the 
principles and procedures of neutralization titration. Classroom work will emphasize 
the stoichiometric calculations involved in interpreting the results of analysis. Lab- 
oratory work will consist of percentage analysis of selected substances. Prerequisite: 
T-CHM 106. Elective. 


CIVIL ENGINEERING 


T-CIV 101 Surveyin ‘Ap ibead 4 
Theory and aeice of plane surveying including taping, differential and _ profile 
leveling, cross sections, earthwork computations, transit stadia, and transit-tape 
surveys. Layout of footings, floor levels and site work will be included. Prerequisites: 
T-MAT 102, T-ARC 107. 


T-CIV 105 Architectural Materials and Methods nse 
Materials used in the construction of architectural structures will be studied. Fie . 
trips to construction sites and study of manufacturer’s specifications for materials. 
Properties and standard sizes of structural materials, and construction techniques are 


included. Prerequisite: None. 
T-CIV 114. Statics 0 : 


Forces, resultants, and types of force systems; moments, equilibrium of cela te ey 
by analytical and graphic methods; stresses and reactions in utes S ve oi 
equilibrium of forces in space; center of gravity, centroids, moment of inertia, 
hydrostatic load analysis. Prerequisite: T-MAT 102. 


ae 


T-CIV 216 Strength of Materials 3) I, 4 
Fundamental stress and strain relationship; shear and bending moments; stresses 
and deflections in beams; introduction to statically indeterminate beams; columns; 
combined stresses. Prerequisites: T-CIV 114, T-MAT 103. 


T-CIV 218 Plain Concrete 3 3 4 
Study and testing of the composition and properties of concrete including cementing 
agents, aggregates, admixtures, and air-entrainment; design and proportioning of 
concrete mixes to obtain pre-determined strengths and properties; methods of placing 
and curing concrete; standard control tests of concrete. 


T-CIV 219 Steel and Timber Construction S Z 4 
Analysis and basic design of steel beams, tension members, columns, and riveted, 
high strength bolted, welded connections; study of plate girders, industrial building 
roofs and vents, continuous spans, lightweight steel construction; use of American 
Institute of Steel Construction Manual; introduction to rigid frames and plastic 
design in steel. Design of timber members and their connections. Field inspection 
trips. Prerequisite: T-CIV 216. 


T-CIV 221 Reinforced Concrete Construction — 3 2 4 
Analysis and design of reinforced concrete beams, floor systems, and columns. Use 
of CRSI Design Handbook. Introduction to ultimate strength design. Principles of 
prestressed and precast concrete. Field inspection trips. Prerequisite: T-CIV 216. 


DRAFTING 


T-DFT 101 Technical Drafting 0 6 2 
The field of drafting is introduced as the student begins study of drawing principles 
and practices for print reading and describing objects in the graphic language. Basic 
skills and techniques of drafting included are: use of drafting equipment, lettering, 
freehand orthographic and pictorial sketching, geometric construction, orthographic 
instrument drawing of principal views, and standards and practices of dimensioning. 
The principles of isometric, oblique, and perspective are introduced. Prerequisite: 
None. 


T-DFT 102 Technical Drafting 0 6 2 
The application of orthographic projection principles to the more complex drafting 
problems, primary and secondary auxiliary views, simple and successive revolutions, 
and sections and conventions will be studied. Most important is the introduction 
of the graphical analysis of space problems. Problems of practical design elements 
involving points, lines, planes, and a combination of these elements shall be studied. 
Dimensioning practices, approved by the American Standards Association will also be 
included. Introduction is given to intersections and developments of various types 
of geometrical objects. Prerequisite: T-DFT 101. 


T-DFT 230 Structural Drafting 2 6 4 
A concentrated study and drawing of structural plans, details and shop drawings of 
the structural components of buildings to include steel, reinforced concrete, and 
timber structures. Appropriate symbols, conventions, dimensioning practices, and 
notes as used by the draftsman will be included. Emphasis will be placed on drafting 
of appropriate drawings for fabrication and erection of the structural components. 
Prerequisites: T-ARC 220, T-CIV 105. Elective. 


T-DFT 231 Architectural Mechanical Equipment Drafting 2 6 a 

A detailed study of mechanical equipment and preparation of plans and detail draw- 
ings as prepared by the mechanical engineering consultant or contractor for the 
architectural structure. Heating and air conditioning, lighting and electrical, plumb- 
ing, and other mechanical equipment as necessary for construction will be included 
in this study. Emphasis will be placed on drafting techniques used in preparing 
appropriate drawings and details. Prerequisites: T-ARC 221, T-AHR 106. Elective. 


T-DFT 235 Codes, Specifications, and Contract Documents 3 3 4 
A study of building codes and their effect in relation to specifications and drawings. 
The purpose and writing of specifications will be studied along with their legal and 
practical application to working drawings. Contract documents will be analyzed and 
studied for the purpose of client-architect-contractor responsibilities, duties, and 
mutual protection. Prerequisite: T-ARC 220. 
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T-DFT 236 Construction Estimating and Field Inspection 3 3 4 

Interpretation of working drawings for a project; preparation of material and labor 
quantity surveys from plans and specifications; approximate and detailed estimates 
of cost. The student will study material take-off, labor take-off, sub-contractors’ 
estimates, overhead costs, and bid and contract procedures. Detailed inspection of 
eon by comparing the finished work to the specifications. Prerequisite: 


ECONOMICS 


T-ECO 102 Economics 3 0 S 
The fundamental principles of economics including the institutions and practices by 
which people gain a livelihood. Included is a study of the laws of supply and de- 
mand and the principles bearing upon production, exchange, distribution, and con- 
Suupiion in relation to the individual enterprise and to society at large. Prerequi- 
site: None. 


T-ECO 104 Economics S: 0 S) 
Greater depth in principles of economics, including a penetration into the composition 
and pricing of national output, distribution of income, international trade and fi- 
nance, and current economic problems. Prerequisite: T-ECO 102. 


T-ECO 108 Consumer Economics 3 0 2 
Designed to help the student use his resources of time, energy, and money to get 
the most out of life. It gives the student an opportunity to build useful skills in 
buying, managing his finances, increasing his resources, and to understand better 
the economy in which he lives. Prerequisite: None. 


ELECTRONIC DATA PROCESSING 


T-EDP 114 Introduction to Computer Concepts 3 0 3 
An introductory course in computers for the student who plans to pursue the degree 
in data processing as well as the student who desires a general non-technical 
knowledge of terminology and concepts. No previous knowledge or experience in 
data processing is required. 


T-EDP 115 Compiler Language | cn ate 2 3 
A fundamental course in FORTRAN or PL/I programming. The FORTRAN or 
PL/I language structure, statements, and programming methods and techniques are 
studied. The student will develop program logic and write FORTRAN or PL/I 
programs for solving sample problems. 


T-EDP 115A Independent Study 0 a 0 
This course is designed to provide scheduled laboratory time for students who have 
not met vocational proficiency standards in programming languages. 


T-EDP 116 Assembly Language | Z 4 ; 4 
The study of symbolic computer languages with emphasis on a particular example 


of such a language. The student will develop program logic and write programs 
using assembly language to solve appropriately assigned problems. 


T-EDP 116A _ Independent Study : 0 <) 0 
This course is detigiied to provide scheduled laboratory time for students who have 
not met vocational proficiency standards in programing languages. 


4 
T-EDP 117 Assembly Language II 2 4 

A continuation of Keeeably Language to provide the student more depth and 
experience using a symbolic programming language. 


| 4 
T-EDP 118 COBOL | Ye, 2 cae 
This course is designed to provide basic training in COBOL programming. The 


i ds and techniques 
COBOL language structure, statements, and programming metho 
are studied. The student will develop program logic and write COBOL programs 
for solving sample problems. 


5 0 
T-EDP 118A _ Independent Study ; 0 
This course is Hesiened to provide scheduled laboratory time for students who have 


not met vocational proficiency standards in programming languages. 


81 


T-EDP 119 COBOL II 2 4 m4 
A continuation of training in COBOL programming techniques and methods. This 
course is designed to provide the student with the opportunity to apply skills learned 
in COBOL I to typical business applications. 


T-EDP 211 Applications | 2 4 4 
This course is designed to provide the student with sufficient knowledge in computer 
methodology to permit the use of computers in business. Emphasis will center 
around the computer environment with an in-depth study of the integration of the 
computer with business and industry. 


T-EDP 212 Applications II 2 4 

This course emphasizes the preparation and utilization of operations data used in a 
typical business, case problems involving systems established for collecting the data, 
and generating information for organizational units are studied. Audit trails enabling 
the tracing of transactions back to the original source or forward to the first report 
are analyzed. Simulated data is used to demonstrate programming techniques (using 
COBOL) required in processing management information. Statistical analysis pro- 
ratio using a scientific language is studied as an aid to business decision 
making. 


T-EDP 214 Computer Systems | Z 2 3 
A study of computer systems involving such concepts of architecture and/or pro- 
gramming as channels, interrupts, multiprogramming, job scheduling, file devices, 
and file organization. 


T-EDP 215 Computer Systems II 2 2 3 
A study of computer systems involving such concepts of architecture and/or pro- 
gramming for operating systems, job control language, resident packs, teleprocessing, 
and system utilities. 


T-EDP 216 Systems and Procedures s 0 3 
An introductory course in the principles of management systems applied to informa- 
tion data flows. Particular attention is given to forms flowcharting, forms analysis, 
and design and systems analysis. 


T-EDP 217 Applied Business Systems 3 0 3 
A continuation of management systems applied to information data flow. Practical 
work in systems flowcharting and analysis is implemented. The conduction of 
feasibility studies, the preparation and maintenance of standard practice, policies 
and organization manuals, and computer application are stressed. 


T-EDP 218 User Programs 2 2 


A study of the documentation, applications, and use of various user-supplied pro- 
grams. 


T-EDP 219 Computer Language Survey Os 2 S 
A survey and comparison of various computer languages. Students will write and 
execute basic programs in several computer languages. 


T-EDP 220 Statistical Programming 2 2 3 
A study of FORTRAN programming as applied to solution of statistical problems. 
The student will analyze statistical problems and develop the programs and/or 
use library programs for computer solution 


T-EDP 221 Symbolic Logic 3 0 3 
A study of symbolic logic and boolean algebra principles as applicable to computer 
programming. 

T-EDP 222 Data Processing Project 1 8 S) 
This culminating project is designed to provide the student with on-the-job training 
in the business computer environment or to develop a comprehensive software 
system for typical business applications. 

T-EDP 223 RPG | 2 2 3 


An introductory course in a report generator language appropriate for use with a 
small computing system. 
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T-EDP 224 RPG Il. Pe ve 3 
This course is a coninuation of RPG I with special emphasis on applications and 
programming procedures of the smaller business. Prerequisite: T-EDP 223. 


ELECTRICITY 


T-ELC 101 Fundamentals of Electricity 4 4 6 
Elementary principles of electricity including: basic electric units, Ohm’s Law, Kirch- 
hoffs Law, network theorems, magnetics, basic electrical measuring instruments, 
inductance, capacitance, sine wave analysis, and non-resonant resistive, inductive 
and capacitive networks. Prerequisite: None. 


T-ELC 102 Fundamentals of Electricity 4 4 6 

Series and parallel resonant-circuit analysis, resonant and non-resonant transformer 
analysis, basic diode power supply analysis, introduction to non-linear resistive con- 
trol devices, and introduction to electro-mechanical devices. Prerequisite: T-ELC 101. 


T-ELC 210 Rotating Devices 2? 2 3 
Introduction to electrical machinery. AC and DC motor and generator principles, 
synchros and servomechanisms, alternators and dynamotors, will be analyzed. A 
general knowledge of the theory, operation, and maintenance of these devices and 
systems will be stressed. Prerequisites: T-ELC 102, T-PHY 102. 


ELECTRONICS 


T-ELN 010 _ Introduction to Electronics 3 3 0 
Electronic measurements and electronics terminology. 


T-ELN 101 Electronic Instruments and Measurements 1 4 SS 
A study of basic electronic instruments, their theory of operation, function, tolerances, 
and calibration. Both service and laboratory instruments will be studied. Laboratory 
experience will provide application of each type instrument studied. Prerequisite: 
T-ELC 102. 


T-ELN 105 Control Devices =) & Pay: 

A study in depth of the electrical characteristics of vacuum tubes and transistors. 
Basic parameters and applications of each type device to the three configurations 
of a three terminal two port system will be included. Prerequisite: T-ELC 102. 


T-ELN 205 Applications of Vacuum Tubes and Transistors 95. 4 Thy 
Practical applications of vacuum tubes and transistors to basic audio amplifiers, radio 
frequency amplifiers, detectors, power supplies and oscillators. Prerequisite: T-ELN 
105. 


T-ELN 210 Semiconductor Circuit Analysis NOUS) ee 6 
A study in some depth of the analysis and design of transistor circuits. Network 
theorems and equivalent circuits are used extensively in evaluating total circuit per- 
formance. Device peculiarities and limitations pertinent to reliable operations are 
considered. H. Y. Z. and T. parameters are employed as well as signal-flow graphs. 
Prerequisite: T-ELN 105. 


-ELN 211-P Communication Circuits Say, 6 5 
Because of the scope and complexity of modern communication systems and equip- 
ment, this course emphasizes the principles involved in the use of the components 
and devices studied as well as providing practice in testing the components and 
using them in simple relationships in circuits with other units. 


‘ ary 3 
T-ELN 214 Wave Shaping and Pulse Circuits | | 2 ae: 
Broadband amplifiers, Treat amplifiers, multivibrators, wave shaping Haan 
chopper amplifiers, clipper and clamper circuits. Prerequisites: T-ELN 105, T- 

103. 


; uw 2 s) 
T-ELN 215 Wave-Shaping and Pulse Circuits I! Daniel 
An introduction to basic principles of pulse circuitry and non-sinusoidal see 
and their application in the field of electronics. This course will be La nde 
introduction of basic logic circuitry as applied in digital computers. Frerequ 


T-ELN 214. 
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T-ELN 220 Electronic Systems 5 4 7 
A block diagram course investigating numerous electronic systems. Modules or 
blocks of various circuits already studied are arranged in various manners to produce 
complex electronic systems. Systems will be explained and reduced to functions and 
then to block diagrams. AM, FM, and Single Sideband transmitters and receivers, 
multiplexing, TV transmitters and receivers, pulse-modulated systems, computers, 
telemetry, navigational systems, sonar and radar will be considered. Corequisite: 
T-ELN 215. 


T-ELN 225 Transmission and Propagation 3) 0 3 
An introduction to the electromagnetic radiation, principles of antenna, radiation 
patterns and field strength. The characteristics and use of transmission lines in radio 
frequency application. Factors involved in propagation, ground waves, reflections, sky 
waves, atmospheric effects, ionosphere, fading, noise, static, wire radiators, directive 
gain, effect of ground, impedence, antenna systems and arrays. Prerequisite: T-ELN 
105. Corequisite: T-ELN 205. 


T-ELN 227 UHF and Microwave Systems 5 4 y 
A study of UHF and VHF components, circuits, and measurement techniques. The 
use of distributed constant elements, waveguides and coaxial cables, microwaves 
links, high frequency oscillators, magnetrons, klystrons, traveling wave tubes. An 
introduction to the use of the Smith Chart. Prerequisite: T-ELN 225. 


T-ELN 230 Television Systems 4 6 ih 
A study of the principles of television including the television system, camera tubes, 
scanning and synchronization, composite video signal, receiver circuits, transmitting 
equipment, color television, and closed-loop systems. Corequisite: T-ELN 214. 


T-ELN 235 _ Instrumentation 4 6 M/ 
Broad introduction to use of industrial electro-mechanical and electronic circuits and 
equipment. Provides an understanding of the methods, techniques, and skills re- 
quired for installation, service, and operation of a variety of industrial control sys- 
tems. Analysis of sensing devices for detecting changes in pressure, temperature, 
humidity, sound, light, and electricity, the associated circuitry and indicating and 
recording devices. Prerequisites: T-ELN 205, T-PHY 104.. 


T-ELN 240 Digital Computers 3 0 3 
An exploration into the methodology of counting and computing. Various computer 
techniques will be investigated including: non-sinusoidal waveforms, binary and 
decade counters, industrial counters, readout devices, logic circuits, arithmetic cir- 
cuits, storage devices, input-output devices, computer control, analog and digital 
converters. Prerequisite: T-ELN 214. 


T-ELN 245 Electronic Design Project 0 4 2 

Students are required to design and construct a project approved by the instructor. 
Includes selection of project, design, construction, and testing of completed project. 
Projects may include: AM or FM transmitters or receivers, amplifiers, test equip- 
ment, control devices, simple counters, lasers, masers, etc. Prerequisite: T-ELN 205. 


ENGLISH 


T-ENG 101 Grammar 3 6) 3 

Designed to aid the student in the improvement of self-expression in grammar. The 
approach is functional with emphasis on grammar, diction, sentence structure, punc- 
tuation, and spelling. Intended to stimulate students in applying the basic principles 


of English grammar in their day-to-day situations in industry and social life. Pre- 
requisite: None. 


T-ENG 102 Composition 3 0 S| 
Designed to aid the student in the improvement of self-expression in business and 


technical composition. Emphasis is on the sentence, paragraph, and whole composi- 
tion. Prerequisite: T-ENG 101. 
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T-ENG 103 Report Writing 3 0 3 
The fundamentals of English are utilized as a background for the organization and 
techniques of modern report writing. Exercises in developing typical reports, using 
writing techniques and graphic devices are completed by the students. Practical 
application in the preparation of a full-length report is required of each student at 
the end of the term. This report must have to do with something in his chosen 
curriculum. Prerequisite: T-ENG 102. 


T-ENG 204 Oral Communication 3 0 s 

A study of basic concepts and principles of oral communications to enable the stu- 
dent to communicate with others effectively. Emphasis is placed on the speaker’s 
attitude, diction, voice, and the application of particular techniques of theory to cor- 
rect speaking habits and to produce effective oral presentation. Particular attention 


is given to individual performance, interviews, and parliamentary law. Prerequisite: 
_ T-ENG 101. 


T-ENG 206 Business Communication 3 0 3 
Develops skills in techniques in writing business communications. Business reports, 
letters involving credit, collections, adjustments, complaints, orders, acknowledge- 
ments, inquiries, job applications and data sheets. Prerequisite: T-ENG 102. 


HEALTH 


T-HEA 110 First Aid a) 0 S 
A study of the theory and practice of the techniques used in the field treatment of 
the more common injuries such as burns, lacerations, fractures, and snake bites. 
Instruction will be given in rescue operations and in field treatments associated 
with rescue work such as mouth-to-mouth and artificial respiration; the administering 
of oxygen, etc. Prerequisite: None. 


HORTICULTURE 


T-HOR 150 General Horticulture 3 2 4 
The course emphasizes the basic principles of horticulture as they apply to the 
production of fruit, vegetable, and ornamental plants. Gives an understanding of the 
general principles of planting, fertilizing, pruning and propagating horticultural 
plants. A basic knowledge is acquired in the care of lawn and ornamental plants, the 
control of insects and diseases, and basic landscape design. 


MATHEMATICS 


T-MAT 010 Developmental Technical Mathematics St Opies 
Fundamental operations with whole numbers and fractions are reviewed. Ratio and 
proportion, powers and roots, number systems, mathematical symbols, fundamental 
algebra, basic geometry, and basic trigonometry are introduced. 


T-MAT 012 Developmental Business Mathematics Sal tia ae at 
The meaning of number and numerals. Reading numerals—operations with whole 
numbers: addition, subtraction, multiplication, division, basic operations with com- 
mon fractions, and decimal fractions. Practical problems illustrating each problem. 


T-MAT 101 Technical Mathematics 5 0 < : 
The real number systems developed as an extension of natural numbers. Num 
systems of various bases. Fundamental algebraic operations, the rectangular coordl- 
nate system, as well as fundamental trigonometric concepts and operations. nee on 
the application of these principles in practical problems. Prerequisite: Satistactory 
evidence that admission requirements have been met. 


: : 5 
T-MAT 102 Technical Mathematics Sie a O84 : 
A continuation of T-MAT 101. Advanced algebraic and trigonometric epics Cape: 
ing quadratics, logarithms, the binomial expansion, complex numbers, eoee i 
oblique triangles, and graphs of the trigonometric functions are studied in depth. 


Prerequisite: T-MAT 101. 


85 


T-MAT 103 Technical Mathematics 5 0 oD 

The fundamental concepts of analytical geometry and an introduction to differential 
and integral calculus. Topics included are graphing techniques, geometric and alge- 
braic interpretation of the derivative, differentials, rate of change, the integral and 


basic integration techniques. Applications of these concepts to practical situations. 
Prerequisite: T-MAT 102. 


T-MAT 110 Business Mathematics 5 0 5 
This course stresses the fundamental operations and their application to business 
problems. Topics covered include payrolls, price marking, interest and discount, 
commission, taxes, and pertinent uses of mathematics in the field of business. Prere- 
quisite: Satisfactory evidence that admission requirements have been met. 

*Institute credit only. 


T-MAT 201 Technical Mathematics 5 O 5 
A continuation of T-MAT 103. More advanced concepts of differentiation and inte- 
gration. Introduction to solutions of differential equations, and an introduction to 
Fourier Series. Prerequisite: T-MAT 103. 


T-MAT 214 _ Statistics 2) 0 5 
The theory of statistics and its application in modern business. Kinds of regularity 
that exist among random fluctuations. Experience in associating and using mathe- 
matical models to interpret physical phenomena and predicting the outcomes of 
experiments related to practical business problems. Prerequisite: T-MAT 110. 


T-MAT 215 Statistics 5 0 5 
Practical experiences in the statistical solution of business problems through the use 
of computers. Methods of organizing, presenting and interpreting data. Prerequisite: 
T-MAT 214. 


MENTAL HEALTH 


T-MHA 100 Mental Health Orientation S) 3 4 
Orientation to the policies, procedures and practices commonly accepted in mental 
health institutions; an introduction to the basic patient care principles and techni- 
ques underlying good patient care in meeting the needs of patients during observation, 
ambulation and mildly mentally ill stages. Actual patient care experiences with 
selected patients in a clinical agency to enable the student to learn to meet the needs 
of the patient while performing patient care. Where possible, practice is correlated 
with theory presented in patient care. Included will be clinical, lab or ward experi- 
ences under the direction of a qualified faculty member. Prerequisite: None 


T-MHA 111 Introduction to Mental Health 3 3 4 
An orientation to the history, current concepts and trends in mental health; definition 
and role of the mental health associate; studies of mental health practices from 
ancient to modern times. Emphasis is given to the current comprehensive community 
approach, to broad aspects and the various disciplines in mental health, as applied 
to real-life occupational situations. Prerequisite: T-MHA 100 


T-MHA 112 Group Processes | 1 Ss aun 2 

An introduction to interpersonal concepts and problems of communications in 
interpersonal transactions. Exploration of one’s attitudes, feelings and past experiences 
as related to the interactions of the individual in society. Prerequisite: T-MHA 100. 


T-MHA 112P Practicum | 6) 6 2 
The student will spend six hours per week in clinical laboratory experiences under 
the supervision of a qualified instructor. Emphasis will be on the application of 


concepts and principles from related course content. Prerequisite (or Co-requisite): 
T-MHA 112. 


T-MHA 113 Group Processes II 1 3 2 
A continued study of interpersonal relationships in small group interactions. Self- 


awareness and awareness of others by being involved in a sensitivity group (T 
Group). Prerequisite: T-MHA 112. 
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T-MHA 113P_ Practicum II 0 6 2 

The student will spend six hours per week in a clinical laboratory for specific 
social problems such as alcoholism, drug addiction and childhood personality 
disorders under the supervision of a qualified faculty member. Emphasis will be on 
the application of theoretical concepts and principles from related course content 
aoe Beye eRincnt of patient care plans. Prerequisite: T-SOC 103 Co-requisite: T-PSY 


T-MHA 114 Social Agency Interviewing 3 6 5 
Study of purpose, structure, focus and techniques employed in effective interviewing. 
Laboratory experiences provide opportunities for observation, practice, recording 
and summarizing personal histories under faculty supervision at an appropriate 
social agency. Prerequisite: T-MHA 111 


T-MHA 115 Field Internship in Community Mental Health 6 34 9 
A one quarter intern assignment in a mental health agency or agencies to acquaint 
the student with the philosophy, procedures, and day-to-day operations of such 
agencies. The student observes and participates in staff meetings, interviews, patient 
care and agency planning. Under the supervision of a qualified faculty member and 
a staff member of the participating agency. The student submits a written report 
at the end of the internship period. Prerequisite: Permission of instructors. 


T-MHA 210 Group Dynamics | l 3 2 
A continuation of T-MHA 113 
Prerequisite: T-MHA 113 


T-MHA 210P_ Practicum III 0 6 

A study of the application of occupational and recreational techniques and skills. 
Each student will spend six hours per week learning new skills, teaching activities 
to patients and developing programs of activities in a therapeutic setting under the 
supervision of a qualified faculty member. Prerequisite (or Co-requisite): T-MHA 210 


T-MHA 211 Group Dynamics II Mek 3 2 
The final formal group experiences of the student. Attention is given to the develop- 
ment of the student’s ability to communicate with others as well as facilitate com- 
munications between others. Prerequisite: T-MHA 210 


T-MHA 211P Practicum IV 0 6 ape 
The student will be assigned for six hours per week in a faculty-supervised clinical 
laboratory for admissions, diagnosis and preliminary treatment procedures. Prere- 
quisite (or Co-requisite): T-MHA 211 


T-MHA 215 Mental Health Seminar oe ae. 0 3 
A review in depth of current issues and trends within the field of mental health. 
The student is expected to demonstrate in a mature fashion the knowledge and 
experience in his previous study and training in group conferences and oral reports. 
Prerequisite: T-MHA 211 Permission of instructors. 


T-MHA 215P Practicum V | 0 Ba ie mh 

The student will spend six hours per week working under the supervision Of a 
qualified faculty member in areas and facilities in which he has had no previous 
experience or in a facility in which he desires further occupational education and 


experience. Prerequisite: T-MHA 215 


T-MHA 220 Introduction to Occupational and : 

Recreational Therapy | ; nd fe nay 
Overview of the types of activities utilized as therapeutic techniques, with particu : 
emphasis on the purpose of each, ways of creating and holding interests in t e 
activity and the role of the associate in assisting patients to participate. Prerequisite: 
T-MHA I11 


PHOTOGRAPHY 


T-PHO 104 Police Science Photography 2 2 3 


A study of the various kinds of photographic equipment and its application to the 


field of law enforcement. Instruction will be given in all phases of the photographic 


process including crime scene, surveillance, macro and micro photography, the de- 
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velopment of negative, and of the finished print. The student will develop techniques 
in the use of different kinds of cameras and other photographic equipment through 
lab practice. Prerequisite: None. 


PHYSICAL EDUCATION 


T-PED 104 Softball 2 0 t 
T-PED 106 Basketball 2 0 1 
T-PED 108 Volley Ball 2 0 1 
PHYSICS 

T-PHY 101 Technical Physics 3 2 4 


A fundamental course covering several basic principles of physics. The divisions in- 
cluded are solids and their characteristics, liquids at rest, gas laws and applications. 
Laboratory experiments and specialized problems dealing with these topics are part 
of this course. Corequisite: T-MAT 010 or T-MAT 101. 


T-PHY 102 Technical Physics 3 2 4 
Major areas covered in this course are work, energy, and power. Instruction includes 
such topics as statics, forces, center of gravity, and dynamics. Units of measurement, 
and their applications are a vital part of this course. A practical approach is used in 
teaching students the use of essential mathematical formulas. Corequisite: T-MAT 
101. Prerequisite: T-PHY 101. 


T-PHY 103 Technical Physics 3 2 4 
A survey of the concepts involving wave motion leads to a study of acoustics and 
sound, its generation, transmission and detection. An introduction to the study of 
light, illumination and the basic principles of optics. Basic theories of electricity, 
types of electricity, methods of production, and transmission. Prerequisites: T-MAT 
101; T-PHY LOL: ; 


T-PHY 104 Technical Physics S 2 

Basic concepts of rotary motion are discussed. A basic study of simple harmonic 
motion leads into a survey of the concepts involving wave motion including standing 
waves, resonance and sound. An introduction to the study of light and the basic 
principles of optics. Prerequisites: T-MAT 101, T-PHY 102. 


POLICE SCIENCE 


T-PSC 101 Introduction to Law Enforcement 

A general course designed to familiarize the student with a philosophy and a history 
of law enforcement, including its legal limitations in a democratic republic, a survey 
of the primary duties and responsibilities of the various law enforcement agencies, 
a delineation of the basic processes of justice, an evaluation of law enforcement’s 
current position, and an orientation relative to law enforcement as a vocation. Pre- 
requisite: None. 


T-PSC 102 _ Introduction to Criminology 5 0 5 
A survey of the different crimes, theories and factors attributing to criminal behavior. 
The student will study some of the penal and correctional procedures which have 


aa used in the past as well as some of the contemporary methods. Prerequisite: 
one. 


T-PSC 110 Police Role in Crime and Delinquency 5 0 s 

The study primarily concerned with scientific efforts to understand crime and to 
understand man in relation to crime phenomena. It deals with those definitions 
and formulations of crime and criminals upon which an adaptation system of 
criminology must be based. It examines the law as the basic framework within 
which social deviations of a peculiar character assume their functions as criminal 


acts and those broad principles upon which a science of criminology must rest. 
Prerequisite: None. 
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T-PSC 112 Motor Vehicle Law 3 0 = 


A study of traffic enforcement codes with primary emphasis placed on North 
Carolina. Prerequisite: None. 


T-PSC 113 Police Techniques 3 2 4 
The student will study the various identification methods and how they evolved into 
the present day systems. Techniques for lifting latent prints and taking rolled im- 
pressions will be developed through lab practice. Instruction will be given in the 
more popular ten finger classification system. An introduction will be given to the 
process of comparing latent lifts with rolled impressions and in preparing same for 
courtroom presentation. Prerequisite: None. 


T-PSC 115 Criminal Law 5 0 D 
Designed to present a basic concept of criminal law and creates an appreciation of 
the rules under which one lives in our system of government. Prerequisite: None. 


T-PSC 201 Traffic Planning and Management 4 2 5 
A study which covers the history of the traffic enforcement problem and gives an 
overview of the problem as it exists today. Attention will be given to the 3 E’s 
and legislation, the organization of the traffic unit, the responsibilities to the traffic 
function of the various units within the law enforcement agency, enforcement tactics, 
evaluation of the tratfic program effectiveness, and the allocation of men and ma- 
terials. Prerequisite: None. 


T-PSC 202 Police Community Relations 5 0 5 
A course designed to create an awareness of the need for good police-community 
relationship; problems confronting police personnel in achieving this goal; solutions 
to these problems, including a survey of non-police agencies dealing with police 
problems and how they can best work together to achieve their common goal. 
Prerequisite: T-PSC 101. 


T-PSC 204 Police Science Photography S 2 4 
A study of the various kinds of photographic equipment and its applications to the 
field of law enforcement. Instruction will be given in all phases of the photographic 
process including crime scene, surveilence, macro and micro photography, the 
development of negatives, and of the finished prints. The student will develop 
techniques in the use of different kinds of cameras and other photographic equipment 
through lab practice. Prerequisite: T-CHM 101. 


T-PSC 205 Criminal Procedure and Evidence 5 0) a 
This course is designed to provide the student with a review of court systems; 
procedures from incident to final disposition; principals of constitutional, federal, 
state, and civil laws as they apply to and affect law enforcement. Instruction will be 
given on the kinds and degrees of evidence and the rules governing the admissibility 
of evidence in court. Prerequisite: None. 


T-PSC 209 Interviews and Interrogations 3 mo 
Instruction will be given in the various sources of information available to law 
enforcement agencies and in the techniques used in interviewing and interrogating. 
Prerequisite: Admission to the program; permission of instructor-coordinator. 


T-PSC 210 Criminal Investigation 4 a5 ) 
This course introduces the student to funfamentals of investigation; crime scene 
search; recording, collection and preservation of evidence; sources of information; 
interview and interrogation; case preparation and court presentation, and the investi- 
gation of specific offenses such as arson, narcotics, sex, larceny, burglary, robbery 
and homicide. Prerequisite: Admission to the program and permission of the instruc- 
tor-coordinator. 


T-PSC 211 Introduction to Criminalistics Oe ae 5 

A general survey of the methods and techniques used in modern scientific Inv nes 
tion of crime, with emphasis upon the practical use of these methods by se 3 
students. Laboratory techniques will be demonstrated and the student will participa e 
in actual use of the scientific equipment. Prerequisite: Admission to the program; 


permission of instructor-coordinator. 
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T-PSC 220 Police Organization and Administration 5 0 5 
Introduction to principles of organization and administration, discussion of the service 
functions; e.g., personnel management, police management, training, communications, 
records, property maintenance and miscellaneous services. Prerequisite: None. 


T-PSC 221 Police Supervision Si 0 3 
A continuation of T-PSC 220 with emphasis on developing supervisory and manage- 
ment techniques employed at the various levels of police. Prerequisite: T-PSC 220. 


T-PSC 235 Introduction to Forensic Science 2 2 3 
A survey of the various sciences and their application to the field of law enforce- 
ment. A study of the theory and techniques used in the more common forensic 
applications, such as blood grouping, blood alcohol, luminol, narcotics and their 
analysis, flammable accelerants, explosives, serial number restoration, firearms primer 
residue test, etc. Prerequisite: T-CHM 101. 


T-PSC 240 Firearms and Defensive Tactics 4 i) 3 
The course is designed to help the student develop an understanding of the need, 
use and respect for all kinds of weapons. Range practice will be given in the use 
of rifles, shotguns, and pistols with a special effort made to develop proficiency in 
the use of the service revolver. Instruction will be given in riot control, non lethal 
weapons such as tear gas, and defensive tacts used in the handling of arrested 
persons. Prerequisite: Admission to the program and permission of the instructor- 
coordinator. | 


POLITICAL SCIENCE 


T-POL 101 Government, National, State, and Local 5 0 5 
A study of the national, state, and local government, state-federal interrelationships, 
the functions and prerogatives of the respective branches. Problems of administration, 
legal procedures, law enforcement, police power, taxation, revenues, and appropria- 
tions. Prerequisite: None. 


T-POL 102 Government—National 5 0 

English and colonial background, the Articles of Confederation and the framing of the 
federal constitution. The nature of the federal union; state rights, federal powers, 
political parties. The general organization and functioning of the national government. 
Prerequisite: None. 


T-POL 103 Government—State and Local 3 0 3 
A study of state and local government, state-federal interrelationships, the functions 
and prerogatives of the branches. Problems of administration, legal procedures, 
law enforcement, police power, taxation, revenues and appropriations. Special atten- 
tion will be given to North Carolina. Prerequisite: T-POL 102. 


T-POL 201 United States Government 3 0 3 
A study of government with emphasis on basic concepts, structure, powers, proce- 
dures and problems. Prerequisite: None. 


PSYCHOLOGY 


T-PSY 101 Introduction to Psychology 5 0 2 

A course designed specifically for the student pursuing the degree in Mental Health 
Associate. A study of the various fields of psychology; the development process; 
emotion, frustration and adjustment; mental health; attention and perception; prob- 
lems of group living. Attention is given to the application of these topics to problems 


a study, self-understanding and adjustment to the demands of society. Prerequisite: 
one. 


T-PSY 102 General Psycholog 3 0 3 

A study of the various fields of psychology; the development process; motivation; 
emotion; frustration and adjustment; mental health; attention and perception; prob- 
lems of group living. Attention is given to applications of these topics to problems 


a study, self-understanding and adjustment to the demands of society. Prerequisite: 
one. 
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T-PSY 103 Adolescent earenalogy 0 3 
A study of the nature and source of the problems of adolescents in western culture: 


physical, emotional, social, intellectual and personality development of adolescents. 
Prerequisite: T-PSY 102. 


T-PSY 112 Personality Development w 0 
Designed to help the student recognize the importance of the physical, intellectual, 
social, and emotional dimensions of personality. Emphasis is placed on grooming 
and methods of personality improvement. Prerequisite: None. 


T-PSY 120 Human Growth and Development i) 0 s] 
A study of the basic principles of physiological and psychological growth stages of 
child from conception through adolescence. Prerequisite: T-PSY 102. 


T-PSY 206 Applied Psychology 3 0 3 
A study of the principles of psychology that will be of assistance in the understand- 
ing of inter-personal relations on the job. Motivation, feelings, and emotions are 
considered with particular reference to on-the-job problems. Other topics investigated 
are: employee selection, supervision, job satisfaction, and industrial conflicts. Atten- 
tion is also given to personal and group dynamics so that the student may learn to 
apply the principles of mental hygiene to his adjustment problems as a worker and 
a member of the general community. Prerequisite: None. 


T-PSY 207 Applied Police Psychology 3 0 3 
A study which builds upon the principles of psychology taught in T-PSY 102. It is 
designed to assist law-enforcement officers in a better understanding of relationships 
on the job, at home and in the community as members of the law-enforcement team. 
Prerequisite: T-PSY 102. 


T-PSY 211 Behavior Disorders |: Theory 3 OOS talda > 
A study of general patterns of abnormal behavior with emphasis on biological and 
environmental causal factors and human coping mechanisms. Prerequisite: T-PSY 
101. 


T-PSY 212 Behavior Disorders I: Modification 3 0 3 
A study of selected patterns of deviant behavior with emphasis on the understanding, 
treatment, and prevention of these personality disorders. Attempts are made to 
relate personality disorders to role definition and interaction of team members in 
providing comprehensive mental health services. Prerequisite: T-PSY 211. 


T-PSY 219 Introduction to Personality 5 0 s. 
The development of personality and application of concepts on a more or less self- 
determining system of beliefs, values and behavior tendencies. Prerequisite: T-PSY 
101. 


T-PSY 220 Psychology of Learning ; 5 0 ae 

A study of simple learning situations. Most behavior as shown to be complicated 
compounds whose simpler components abide by a few basic rules. From understanding 
the learning process comes the methodology for its control. Prerequisite: T-PSY 101. 


T-PSY 222 The Exceptional Child — 5 0) tom 1 
A survey course with special emphasis on the mentally retarded and emotionally 
disturbed child. Social, educational and psychological needs of the exceptional child 
are studied. Prerequisite: T-PSY 120. 


T-PSY 223 The Addictive Personality was O- 3 
A survey of environmental and physical factors that differentiate the addict. Stress 


is given to the theories of cause and treatment. Prerequisite: T-PSY 101. 


T-PSY 225 Introduction to Psychological Testing 2 3. 
Introduction to psychological tests; nature and application of standardized Lee 
illustrations of widely used tests; methods of administering, scoring and interpreting 


test results. Prerequisite: T-PSY 101. 


0 5 
T-PSY 229 Abnormal Psychology 5 

A study of the acotbine contributing factors, treatment and Alera of Pats 
mentally ill and mentally defective as well as maladjusted, pe sok sue 
Classifications and nomenclature of psychoneurosis, psychoses and other 1 


are discussed. Prerequisite: T-PSY 101. 
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T-PSY 230 The Psychology and Physiology of Aging 3 0 3 
A survey course concerning the physical and psychological changes occurring in late 
middle age and old age with emphasis on the care and treatment of the aged in our 
society. Prerequisite: T-PSY 101. 


SOCIOLOGY 


T-SOC 101 Introduction to Sociology 5 0 5 

A course designed specifically for the student pursuing the degree in Mental Health 
Associate. An introductory course to the principles of sociology. An attempt to 
provide an understanding of culture, collective behavior, community life, social 
institutions and social change. Presents the scientific study of man’s behavior in 
relation to other men, the general laws affecting the organization of such relationships 
and the effects of social life on human personality and behavior. Prerequisite: None. 


T-SOC 102 Principles of Sociology 3 0 3 
A study in the principles of sociology, attempting to provide an understanding of 
culture, collective behavior, community life, social institutions and social change. 
Presents the scientific study of man’s behavior in relations to others, the general 
principles affecting the organization of such relationships and the effects of social 
life on human personality and behavior. Prerequisite: T-PSY 102. 


T-SOC 103 Social Problems 5 0 2 

A study of the nature and extent of major social problems of contemporary society, 
with emphasis given to such problems as family disorganization, crime and delin- 
quency, minority groups, industrialization and urbanization. Prerequisite: T-SOC 101. 


T-SOC 207 Rural Society 3 0 3 
A study of selected elements of rural sociology with emphasis on current social 
changes. The course provides a sociological background for the understanding of 
rural social changes. Areas of study include rural culture, group relationships, social 
classes, rural and suburban communities, farm organizations, the communication of 
agricultural technology, rural social problems, agricultural adjustment and population 
change. Prerequisite: None. , 


T-SOC 213 Urban and Rural Society 5 0 s. 
A study of selected aspects of urban and rural sociology, with emphasis on current 
social changes and the relationship between the problems of living and mental health. 
Area include housing, cultures, social classes, group relationships, population, job 
opportunities, and problems encountered. Prerequisite: T-SOC 101. 


SOCIAL SCIENCE 


T-SSC 201 Social Science S @) 3 
An integrated course in the social sciences, drawing from the fields of anthropology, 
psychology, history, and sociology. Prerequisite: None. 


T-SSC 202 Social Science 3 
A further study of social sciences with emphasis on economics, political science, and 
social problems as they relate to the individual. Prerequisite: T-SSC 201. 


T-SSC 205 American Institutions S 0 & 
A study of the effect of American social, economic, and political institutions upon 
the individual as a citizen and as a worker. The course dwells upon current local, 


national, and gloval problems viewed in the light of our political and economic 
heritage. Prerequisite: None. 


T-SSC 212 Marriage and the Family 
The study of the origin and development of the family as a social institution with 


emphasis on courtship, marriage, parenthood, family relationships and problems 
of the contemporary American family. Prerequisite: T-SOC 101. 
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TECHNICAL PREPARATORY PROGRAM 


The institute offers specialized courses in mathematics, English and 
other areas of specialization. Students whose high school records and/or 
placement test scores demonstrate a need for some special studies to 
advance in basic skills are given the opportunity to enroll in these courses. 


The program provides courses which apply as credit toward graduation 
along with other courses for institutional credit. Mathematics, English and 
other preparatory courses include a review and building of skills nec- 
essary to perform in the technical courses taught at the institute. Psy- 
chology is taught for full credit and is designed for better understanding 
-and human relations adjustment in the institute and elsewhere. Other 
specialized courses are taught for credit toward graduation in the student’s 
chosen curriculum. 


The quarter hours credit shown opposite each of the preparatory 
courses—courses with numbers beginning with a zero—carry institutional 
credit only; however, some of the courses in the Preparatory Program— 
courses with beginning numbers greater than zero—are regular courses 
offered to all technical students and carry full credit toward graduation. 
Quarter hours of institutional credit will be considered the same as quarter 
hours of credit for the purpose of scheduling and fees. 


SUGGESTED CURRICULUM BY QUARTERS 
FALL QUARTER 


é: L CH 
MAT-010 Basic Mathematics 5 0 3 
CHM-010 Chemistry 3 2 4 
ENG-O10 Communications I or 
Communications II] 5) 0 5 
Elective (one of the following) ee shah ats 
(1) DFT-010 Mechanical Drafting I 2 2 3 
(2) T-AGR 125 Animal Science 5 2 6 
(3) T-PSC 101 Introduction to 
Law Enforcement S 0 5 
WINTER QUARTER 
: C L CH 
MAT-0O11 Algebra I 5 0 5 
PHY-010 Physics I 3 2 4 
ENG011 Communications II or ENG-012 
Communications III 5 0 > 
Elective (one of the following) te eh a. 
(1) DFT-011 Mechanical Drafting II 2 2 3 
(2) T-AGR 185 Soil Science and Fertilizers 5 2 6 
(3) T-POL 102 Government—National 5 0 5 
SPRING QUARTER 
C |b elie! 
MAT-012 Algebra II 5 y 2 
PHY-011 Physics II 3 . : 
ENG-012 Communications III 3 . : 
T-PSY-206 Applied Psychology 3 
Elective (one of the following) yon , 
(1) CIV-193 Introduction to Technologies 2 a : 
(2) T-AGR 145 Entomology 2 2 
(3) T-POL 103 Government—-~State : " . 


and Local 
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COURSE DESCRIPTIONS 


FIRST QUARTER 
CG Ee CH 


MAT-010 Basic Mathematics ; 5 0 yo 
A review of the basic operations of arithmetic to include whole numbers, fractions, 
decimals, percentage, square roots, and basic geometry. Prerequisite: None. 


CHM-101 Chemistry 3 2 4 
An introductory course for beginning students covering topics such as: scientific 
methods, metric system, states of matter, elements, mixtures, compounds, physical 
and chemical properties of matter atomic theory with special emphasis on electronic 
configuration, periodic table, stoichometry, formula writing, balancing chemical 
equations, and the study of general gas laws. Laboratory experiments selected to 
meet the needs of the subject matter and students. Prerequisite: None. 


ENG-010 Communications | 5 0 5 
A review of basic reading fundamentals—viz;, phonics, syllabication, vocabulary, 
word attack, sentences and paragraph interpretation, and expanded reading. Prere- 
quisite: None. 


ENG-011 Communication II 
Reading for greater speed and comprehension with emphasis in vocabulary, spelling 
and expanded reading. Prerequisite: ENG 010. 


DFT-100 Mechanical Drawing | 

A beginning course in instrumental drawing for students needing a basic knowledge of 
drawing and describing objects in the graphic language. Course content will include: 
Use of instruments, lettering, geometric construction, theory of projection and in- 
troduction to the working drawing. Emphasis will be placed on visualizing and de- 
scribing objects in the graphic language. Prerequisite: None. 


T-AGR 125 Animal Science » 2 6 
An introductory animal science course covering the fundamental principles of live- 
stock production. A study of the animal body and the basic principles of reproduction, 
genetics, growth, fattening, digestion, along with the selection, feeding, improvement, 
processing and marketing of livestock. Prerequisite: None. 


SECOND QUARTER 


MAT-011 Algebra | 5 0 5 
Basic concepts and operations of algebra; algebraic symbols; signed numbers; equa- 
tions of the first degree; special products and factoring; operations with fractions; 
fractional equations; problem solving. Prerequisite: None. 


PHY-010 Physics | 3 a 
Introductory physics with emphasis on fundamental concepts, including basic study of 
systems of measurement, properties of matter and mechanics. Selected experiments 
are performed by students in the laboratory. Prerequisite: None. 


ENG-011 Communications II 


Reading for greater speed and comprehension with emphasis on vocabulary, spelling, 
and expanded reading. Prerequisite: None. 


DFT-101 Mechanical Drawing 1| 2 2 3 

Fundamental principles of orthographic projection, working drawings, and sections, 
with emphasis on visualizing. This course includes further study in orthographic 
projection, sectioning, dimensioning and various other phases of working drawings. 


Also included is an introduction to isometric drawings, oblique projection, and 
blueprinting. Prerequisite: None. 


T-AGR 185 Soil Science and Fertilizers : 2 6 
A course dealing with basic principles of efficient classification, evaluation, and 


management of soils; care, cultivation and fertilization of the soil, and conservation 
of soil fertility. Prerequisite: None. 
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T-POL 102 Government—National 3 0 5 
English and colonial background, the Articles of Confederation and the framing of 
the federal constitution. The nature of the federal union; state rights, federal 


powers, political parties. The general organization and functioning of the national 
government. Prerequisite: None. 


THIRD QUARTER 
MAT-012 Algebra 5 0 5 


A continuation of Mat 011. Systems of first degree equations in two and three 


variables; graphing equations in the rectangular coordinate system; exponents and 
radicals: quadratic equations. Prerequisite: MAT-011 


PHY-011 Physics Il 3 2 4 
A continuation of Physics I with emphasis on basic concepts of heat, electricity, 


magnetism, light and sound. Selected experiments are performed by students in the 
laboratory. Prerequisite: PHY-010 


ENG-012 Communications IIi 5 0 5 


Sentence structure and punctuation with further emphasis on vocabulary and spelling. 
Prerequisite: ENG-O1 1 


T-PSY 102 General Psychology 3 0 me) 
A study of the science of the causes of human behavior— its development, heredity 
and environment and resultant personality adjustments. This study may lead to 
better understanding of self and others, thus improving one’s ability to live and 
work with others. Prerequisite: None. 


ELECTIVES: 


CIV-193 Introduction to Technology 2 2 s 

A course designed to acquaint the student with various technologies. This survey 
course will help the student to understand the role of the technician in the fields 
of engineering. The instruction time will be divided with class and lab time spent 
in the major subject areas of: Electronics, Technology, amd Architectural Drafting. 


T-AGR 145 Entomology Bere 2 2 2 
A study of the major insects of the area, their identification, harmful effects, and 
life history. Economic damage to crops will be stressed. Prerequisite: None. 


T-POL 103 Government—State and Local oe 0 re 
A study of state and local government, state federal interrelationships, the functions 
and prerogatives of the branches. Problems of administration, legal procedures, law 
enforcement, police power, taxation, revenues and appropriations. Special attention 
will be given to North Carolina. Prerequisite: T-POL 102. 
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VOCATIONAL EDUCATION 


The objective of vocational education is to provide students with nec- 
essary skills which will enable them to transform the ideas and plans of 
engineers into tangible goods or services. Large numbers of skilled crafts- 
men work in plants and factories where they manufacture, install, con- 
trol, maintain, and repair complex equipment needed by our highly moder- 
nized society. 


The vocational curricula are designed to prepare one for initial em- 
ployability, to retrain for new skills, or to provide advancement within 
a given vocation. 


Normally, one year (12 months) of full-time participation is required 
for a student to complete any given vocational curriculum. Any of the 
vocational curricula may be completed on a part-time basis, though it 
will require more than one year to do so. 


The vocational curricula to be offered by Pitt Technical Institute during 
ing the 1970-72 school years will include the following: 
AUTOMOTIVE MECHANICS (Option—2 years) 


ELECTRONICS SERVICING (Option—2 years) 
MACHINIST (Option—2 years) 
MECHANICAL DRAFTING 

PRACTICAL NURSE EDUCATION 
TEACHER ASSISTANT 
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AUTOMOTIVE MECHANICS 
INTRODUCTION 


One Year—Two Year Option 
Purpose of Curriculum 


This Curriculum provides a training program for developing the basic 
knowledge and skills needed to inspect, diagnose, repair or adjust auto- 
motive vehicles. Manual skills are developed in practical shop work. 
Thorough understanding of the operating principles involved in the modern 
automobile comes in class assignments, discussion, and shop practice. 


Complexity in automotive vehicles increases each year because of scien- 
tific discovery and new engineering. These changes are reflected not only 
in passenger vehicles, but also in trucks, buses and a variety of gasoline- 
powered equipment. This curriculum provides a basis for the student to 
compare and adapt to new techniques for servicing and repair as vehicles 
are changed year by year. 


Job Description 


Automobile mechanics maintain and repair mechanical, electrical, and 
body parts of passenger cars, trucks, and buses. In some communities 
and rural areas they also may service tractors or marine engines and 
other gasoline-powered equipment. Mechanics inspect and test to deter- 
mine the causes of faulty operation. They repair or replace defective parts 
to restore the vehicle or machine to proper operating condition. They use 
shop manuals and other technical publications. 


Automotive mechanics in smaller shops usually are general mechanics 
qualified to perform a variety of repair jobs. A large number of auto- 
mobile mechanics specialize in particular types of repair work. For ex- 
ample, some may specialize in repairing only power steering and power 
brakes, or automatic transmissions. Usually such specialists have an all- 
round knowledge of automotive repair and may occasionally be called 
upon to do other types of work. 


AUTO MECHANICS 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title Cc 1 CH 

FIRST QUARTER ; 1 - 

PME 1101 Internal Comb. Engines | 3 : 

MAT 1101 Fundamentals of Mathematics : : 

DFT 1101 Schematics & Diagrams (Measurement, 3 j 

Tools, and Engines) ; : ‘ 

Brtiy. 210) Applied Science 4 F 5 


~©ENG 1101 Reading Improvement 
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SECOND QUARTER 


PME 1102 Engine Elect. & Fuel Systems > 15 10 
‘DFT 1102 Schematics & Diagrams (Electrical 
and Fuel Systems) i 3 2 
MAT 1102 Applied Math or Elective 3 0 3 
ENG 1102 Communications Skills 3 0 3 
sl ig ers 
THIRD QUARTER 
PME 1123 Brakes, Chassis & Suspension 3 IZ 1 
PME 1103 Principles of Auto Air Cond. Zz 3 3 
DFT 1103 Schematics & Diagrams 
(Chassis and Brakes, etc.) 0 3 | 
PSY 1101 Human Relations 3 0 3 
WLD 1129 _ Basic Welding (Related) 2 3 3 
10 Qi eats 
FOURTH QUARTER 
PME 1124 — Power Trains 3 12 
PME 1125 = Auto Servicing 3 2 6 
BUS 1103 Small Business Operations or Elective 3 0 3 
9 Diet 


NOTE: A diploma for a 4 Qtr. Program may be awarded after successful completion. 

PME 1184 Co-op (4th Quarter) to be arranged for students returning for 4th, Sth, 
and 6th quarters. (June-July & August) 15 hrs minimum per week. 
5 Qtr. hours for work in summer. 


FIFTH QUARTER 


PME 1202 = Auto Elect/Electronics 4 9 rt 
PME 1203 = Adv. Tune-Up 4 9 7 
WLD 1130 = ‘Inter. Welding or Elective | a 2 
bs Pa aks 
SIXTH QUARTER or 7th Co-op Student 
PME 1224 Adv. Automatic Trans. 3 12 7 
PME i221 Front Suspension & Power Steering | 3 #3 
PME 1226 Adv. Auto Servicing or Elective Z 9 5 
6 Dai Mae 
Total Credit Hours 102 


“NOTE: DFT 1101, 1102, & 1103, Blueprint Reading (Schematics & Diagrams) may 


a taught as 3 separate hour classes or one 3 hour class, or | hour and 2 hour 
Classes. 


~~ When the student is proficient in reading or has completed the course ENG 1101 
in a preparatory program, he may substitute an elective. 


A_ student may choose to take only the shop and laboratory courses in this 
curriculum. He would be eligible only for a certificate instead of the regular diploma. 
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ELECTRONIC SERVICING 
INTRODUCTION 


One Year-Two Year Option 
Purpose of Curriculum 


Within recent years improved electronic techniques have provided in- 
creased need for the electronic serviceman. These developments require 
expanded knowledge and skill of the individual who would qualify as a 
competent and up-to-date serviceman. 


This curriculum guide provides a training program which will provide 
the basic knowledge and skills involved in the installation, maintenance, 
and servicing of electronic systems. A large portion of the time is spent 
in the laboratory verifying electronic principles and developing servicing 
techniques. 


Job Description 


A serviceman may be required to install, maintain and service many 
types of electronic systems. The serviceman may be employed in one or 
more of the following areas: electrician, radio and television serviceman, 
broadcast technician, and a repairman or technician in many industrial 
applications including manufacturing, quality control and sales of electronic 
equipment. Many other opportunities are available in other phases of 
industry depending upon the individual’s interest and ability. 


ELECTRONIC SERVICING 


Course Title 


FIRST YEAR : 
FIRST QUARTER L CH 
ELC 1112-A D.C. Theory & Practice 4 9 7 
ELN 1101 Troubleshooting Concepts Zz 3 2 
ENG 1101 Reading Improvement Bs 0 2 
MAT 1101 Basic Mathematics 5 0 5 
ELN 1108 FCC License 5 0 5 
13 12 he 
SECOND QUARTER ; 
ELC 1112-B AC Theory & Practice 5 12 : 
MAT I115 Electronic Mathematics 5 0 : 
ENG 1102 Communication Skills 3 0 3 
ie Beek; 
_ THIRD QUARTER : 
ELN 1103 Introduction to Control Devices : i 
ELN 1125 = Radio Receiver Servicing 2 
MAT II116 Electronic Mathematics 5 ty 
ip 15 17 
-FOURTH QUARTER 10 15 15 


ELN 1127 Television Receiver Circuits and Servicing 


Required if deficient in basic mathematics. 


Substitute if proficient in MAT 1101. : . 
Three aes of advanced training may be offered to outstanding ata ae ee 
satisfactory completion of the four-quarter course of study and upon recommen 
of their curriculum instructors. 


OF 


SECOND YEAR 


FIFTH QUARTER 

ELN 1104 Application of Control Devices > 9 8 
ELN 1107 Communications 3 3 4 
PHY 1101 Applied Science 3 2 4 


11 14 16 
SIXTH QUARTER 
ELN 1105 Industrial Electronics & Instrumentation 5 12 o 
ELN II11 Audio-visual Equipment Repair 3 3 4 
BUS 1103 Small Business Management 3 0 3 
iby ‘(5 ete 
SEVENTH QUARTER 
ELN 1106 #£Maintenance & Analysis of Electronic 
Systems 5 12 9 
ELN 1109 Television Broadcasting 5 0 =) 
PSY 1101 Human Relations 3 0 3 
iv ee 
Total Credit Hours 115 


A student may choose to take only the shop and laboratory courses in this 
curriculum. He would be eligible only for a certificate instead of the regular diploma. 
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MACHINIST TRADE 


INTRODUCTION 
Purpose of Curriculum 


This curriculum was prepared to meet a definite need for training of 
machinists. Surveys recently completed in North Carolina show that many 
of the existing industries lack time and facilities for training enough 
machinists to meet present and planned needs. Expanding industries already 
located in our State and new industries under development invariably 
express the need for skilled craftsmen who have the background knowledge 
and potential to advance. 


This guide is designed to give learners the opportunity to acquire basic 
skills and the related technical information necessary to gain employment 
and build a profitable career in the machine shop industry in the State. 
It is comprised of the joint views of committees responsible for its develop- 
ment. 


Job Description 


The machinist is a skilled metal worker who shapes metal parts by 
using machine tools and hand tools. His training and experience enable 
him to plan and carry through all the operations needed in turning out 
a machined product and to switch readily from one kind of product to 
another. A machinist is able to select the proper tools and material re- 
quired for each job and to plan the cutting and finishing operations in 
their proper order so that he can complete the finished work according 
to blueprint or written specifications. He makes standard shop computa- 
tions relating to dimensions of work, tooling, feeds, and speeds of ma- 
chining. He often uses precision measuring instruments such as micro- 
meters and gauges to measure the accuracy of his work to thousandths of 
an inch. 


This skilled worker must be able to set up and operate most types of 
machine tools. The machinist also must know the composition of metals 
so that he can heat and quench cutting tools and parts to improve ma- 
chinability. His wide knowledge enables him to turn a block of metal 
into an intricate, precise part. 


MACHINIST TRADE 
SUGGESTED CURRICULUM BY QUARTERS 


Course Title C iE CH 

FIRST QUARTER 12 ~ 
MEC 1101 Machine Shop Theory and Practice 3 ‘ : 
MAT 1101 Fundamentals of Math 5 : 
DFT 1201 Drafting: Mechanical, I I 3 
PHY 1101 Applied Science 3 , 5 
ENG 1101 Reading Improvement ae at he 
| 14 17 20 
SECOND QUARTER 3 12 - 
MEC 1102 Machine Shop Theory and Practice : je : 
MAT 1102 Algebra 3 5 
DFT 1202 Drafting: Mechanical, II 3 5 4 
PHY 1102 Applied Science _ ; 0 3 
ENG 1102 Communicative Skills oF Px a 
15 iz Pay 
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THIRD QUARTER 


MEC 1103 Machine Shop Theory and Practice 3 2 iw 
MAT 1103 Geometry 3 0 3 
DFT 1105 Blueprint Reading: Mechanical 0 3 l 
MEC 1124 Structure of Metals 5 2 4 
PSY 1101 Human Relations 3 0 5 
LZ 17 18 

FOURTH QUARTER 
MEC 1104 Machine Shop Theory and Practice 3 Be Z 
MAT 1104 Trigonometry & 0 3 
WLD 1104 _ Basic Welding 2 3 3 
MEC 1126 Heat Treating Practice 0 3 l 
BUS 1105 Industrial Organizations 3 0 3 
11 18 17 
Total Quarter Hours 76 
128 


Two quarters of advanced training may be offered to outstanding students after 
satisfactory completion of the four-quarter course of study and upon recommenda- 
tion of their curriculum instructors. 


FIFTH QUARTER 


MEC 1105 Machine Shop Theory and Practice 3 12 if 

MAT 1123 Machinist Mathematics 3 0 3 

DFT 1203 Drafting: Mechanical, II 0 6 fs 

MEC 1221 Machine Maintenance a4 3 3 
Rs Jams 

SIXTH QUARTER 

MEC 1106 Machine Shop Theory and Practice 3 12 | 

DFT 1106 Blueprint Reading: Mechanical 0 a l 

MEC 1107 = ‘Jigs and Fixtures Bs 6 4 
i 2 ee 

Elective 
Total Credit Hours 97 


A_ student may choose to take only the shop and laboratory courses in this 
curriculum. He would be eligible only for a certificate instead of the regular diploma. 
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MECHANICAL DRAFTING 
INTRODUCTION 


Purpose of Curriculum 


This curriculum is designed to prepare students to enter the field of 
mechanical drafting. The first two quarters contain courses basic to all 
fields of drafting. The third and fourth quarters contain specialization and 
related courses that prepare one to enter mechanical drafting occupations. 


Each course is prepared to enable an individual to advance rapidly in 
drafting proficiency upon entering the field of work. Courses are arranged 
in sequence to develop drafting skills and proficiency in mathematics and 
science. The draftsman associates with many levels of personnel—adminis- 
trative, architects, engineers, skilled workmen—and must be able to com- 
municate effectively with them. Courses to develop knowledge and skills 
in communication, human relations, economics and industrial organization 
are provided to assist the student in developing understandings and con- 
fidence in his relations with other persons. 


Job Description 


A Draftsman prepares clear, complete, and accurate working plans and 
detail drawings, from rough or detailed sketches or notes for engineering 
or manufacturing purposes, according to the specified dimensions: makes 
final sketch of the proposed drawing, checking dimension of parts, materials 
to be used, the relation of one part to another, and the relation of the 
various parts to the whole structure. Makes any adjustments or changes 
necessary or desired. Inks in lines and letters on pencil drawings as re- 
quired. Exercises manual skill in the manipulation of triangle, T-square, 
and other drafting tools. Lays tracing paper on drawing and traces drawing 
in pencil or ink. Makes charts for representation of statistical data. Makes 
finished designs from sketches. Utilizes knowledge of various machines, 
engineering practices, mathematics, building materials, and other physical 
sciences to complete the drawings. 


A Mechanical draftsman performs the general duties of a draftsman 
and also specializes in making rough drafting sketches of proposed 
mechanical devices, and then drawing necessary details. Prepares accurate 
scale drawings of parts or machines from specifications. 


MECHANICAL DRAFTING 


SUGGESTED CURRICULUM BY QUARTERS 
Course Title cS Ll CH 
FIRST QUARTER 


DFT 1121 Drafting : vs : 
MAT 1102 Algebra 3 p ; 
ENG 1101 Reading Improvement ; : 
PHY 1101 Applied Science es a oe 

13 14 18 
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SECOND QUARTER 


DFT 1122 Drafting 3 6 5 
DFT 1125 Descriptive Geometry By 3 3 
MAT 1103 Geometry 3 0 3 
ENG 1102 Communication skills 3 0 3 
PHY 1102 Applied Science 3 2 4 
14 Tie aiets 
THIRD QUARTER 
DETshi3! Mechanical Drafting 3 N94 {/ 
MAT 1104 Trigonometry 3 0 3 
PSY 1101 Human Relations 3 0 3 
MEC 1113 Shop Processes Z 3 5 
MEC 1124 Structure of Metals 3 Q 4 
14 ie eee 
FOURTH QUARTER 
DETPEESZ Mechanical Drafting 3 12 7 
MEC 1114 Shop Processes 2 3 3 
MEC 1126 Heat Treating Practice 0 3 1 
BUS 1105 Industrial Organizations 3 0 3 
8 Th en tle: 


Total Quarter Hours 70 


A student may choose to take only the shop and laboratory courses in this 
curriculum. He would be eligible only for a certificate instead of the regular diploma. 
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PRACTICAL NURSE EDUCATION 
INTRODUCTION 


The graduate Licensed Practical Nurse is an important member of the 
health team. Throughout the one year program the student is expected to 
continually acquire knowledge and understandings related to nursing and 
the biological and social sciences and to develop skills related to nursing 
practice, communications, inter-personal relations and use of good judge- 
ment. 


Students are selected on the basic of demonstrated aptitude for nursing, 
as determined by pre-entrance test, interviews with faculty members, high 
school record, character references and physical examination. Graduates 
of accredited programs of practical nurse education are eligible to write 
the licensing examination given by the North Carolina Board of Nursing. 
A passing score entitles the individual to receive a license and to use 
a legal title, “Licensed Practical Nurse.” 


The primary objective of the practical nurse education program is to 
prepare graduates to qualify for employment in an attractive dignified 
career offering opportunity for rewarding service and increasing financial 
rewards. 


Job Description 


The LPN is prepared to function in a variety of situations: hospitals of 
all types, nursing homes, clinics, doctors’ and dentists’ offices, Federa! 
Service Agencies, and in some localities, public health facilities. In all 
situations the LPN functions under the supervision of a registered nurse 
and/or licensed physician. The supervision may be minimal in situations 
where the patient’s condition is stable and not complex; or it may consist 
of continuous direction in cases requiring the knowledge and skills of the 
registered nurse or physician. 


Job requirements for the LPN include suitable personal characteristics, 
ability to adapt knowledge and understandings of nursing principles to a 
variety of situations, technical skills for performance of bedside nursing, 
appreciation for differences of people and for the worth of every individual, 
a desire to serve and help others, and readiness to conform to the require- 
ments of nursing ethics and hospital policies. 


CURRICULUM BY QUARTERS 


Course Title C L C CH 

FIRST QUARTER . ‘ Re bon 
PNE 1010 Fundamentals of Practical Nursing 2 - i s 
PNE 1011 Anatomy & Physiology 2 C 0 3 
PNE 1012 Vocational Adjustment 3 ; : : 
PNE 1013 Basic Nutrition 3 3 0 4 
PNE 010 Reading Improvement 3 a ee 
18 9 2 Za 


SECOND QUARTER 


PNE 1020 = Medical-Surgical Nursing I 5 Re : 
PNE 1021 Introduction to Drug Administration 3 ; ; 3 
PNE 1022 Human Relations 3 
PNE 1023 Clinical Experience 
(Med.-Surg. 11 weeks) 0 a ae ay 
11 0 24 19 
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THIRD QUARTER 


PNE 1030 Medical-Surgical Nursing I 10 0 0 10 
PNE 1031 Clinical Experience 
(Med.-Surg. 11 weeks) 0 0 24 8 
10 of Hulnzay Beis 
FOURTH QUARTER 
PNE 1040 Personal & Vocational Relations Js 0 0 2 
PNE 1041 Maternity Nursing 3 0 0 3 
PNE 1042 Nursing of Children 3 0 0 3 
PNE 1043 Clinical Experience 
(Ob—Peds. 11 weeks) 0 0 24 0 
© fire mye vats 


pene by faculty as particular unit is taught so as to correlate with lecture 
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TEACHER ASSISTANT 
INTRODUCTION 


Purpose of Curriculum 


The program is designed to prepare the student for work in assisting the 
professional teacher, freeing the latter for her teaching duties. The student 
will receive extensive training for duties normally assigned to assistants— 
audio-visual aids, typing, reading techniques as well as other enrichment 
courses. 


Job Description 


The graduate will be prepared to use a variety of visual aids, to make 
transparencies and stencils, to assist with physical education programs, to 
construct bulletin boards, and in general, to help teachers in performance 
of classroom duties. 


SUGGESTED CURRICULUM BY QUARTERS 


Course Title G |e CH 

FIRST QUARTER 
ENG 1104 = Basic Communications 5 0 5 
MAT 1101 Fundamentals of Mathematics 5 0 5 
BUS 1102 Beginning Personal Typewriting 2 3 3 
BUS 1211 Office Machines Operation 2 3 3 
14 P6gner RG 
TAI 1106 *Teacher Assistant Internship 0 20 5 

SECOND QUARTER 

ENG 1105 Basic Communications 5 0 5 
MAT 1105 Fundamentals of Mathematics _ 5 0 5 
BUS 1107 Intermediate Personal Typewriting - 3 3 
TAI 1101 Visual Aids Techniques 2 3 3 
14 6 16 
TAI 1107 *Teacher Assistant Internship 0 20 s) 

THIRD QUARTER 
ENG 1106 Basic Communications 5 0 5 
TAI 1110 = Personal Development re 5 0 5 
BUS 1108 Advanced Personal Typewriting 2 3 3 
TAI 1102 Visual Aids Techniques 2 3 3 
14 6 16 
TAI 1108 “Teacher Assistant Internship 0 20 5 
FOURTH QUARTER 0 5 
HEA 1101 First Aid and Hygiene 2 : : 
TAI 1103 Visual Aids Techniques 2 i ; 
ENG 1107 Reading Techniques 5 : : 
PED 1101 Physical Education Activities 2 wh 
14 6 16 
0 20 5 


TAI 1109 “Teacher Assistant Internship 


*Students from special programs will have Teacher Assistant Internship for two 
quarters only. 
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COURSE DESCRIPTIONS 


The courses which follow are a complete alphabetical listing of courses 
offered at Pitt Technical Institute in The Vocational Trade Diploma Pro- 
gram. 


In the course description, following the course number and title, appears 
a code which should be interpreted as follows: first number equals number 
of lecture or classroom hours; second number denotes the number of shop 
or laboratory hours; third number equals number of credit hours. 


AUTOMOTIVE G ¢ CH 


AUT 1126 Small Engine Repair Elective 2 3 S 
The small engine course is offered to train people in the overhaul and maintenance 
of the four and two cycle engines. They are taught to replace and repair defective 
parts. 


BUSINESS 


BUS 1102 Beginning Personal Typewriting 2 S 3 
Emphasis is on study of keyboard, the mechanics of the typewriter necessary for the 
acquisition of elementary typewriting skills, and development of speed and accuracy. 


BUS 1103 Small Business Operations 3 0 5 
An introduction to the business world, problems of small business operation, basic 
business law, business forms and records, financial problems, ordering and in- 
ventorying layout of equipment and offices, methods of improving business, and 
employer-employee relation. Prerequisite: None. 


BUS 1105 Industrial Organizations 3 0 3 
Methods, techniques, and practices of modern management in planning, organizing, 
and controlling operations of a manufacturing concern. Introduction to the com- 
petitive system and the factors constituting product cost. 


BUS 1107 Intermediate Personal Typewriting 2 3 
Continuation of BUS 1102. Emphasis is on improving typewriting skills, manuscript 
writing, stencil making, etc. 


BUS 1108 Advanced Personal Typewriting Zz S 3 
Continuation of BUS 1107 
BUS 1211 Office Machines Operation 2 a 3 


A general survey of business and office machines. Students will receive training on 
processes, operation, and application of adding machine, off-set machine, spirit 
duplicator, mimeograph, ditto, and others. 


DRAFTING 


DFT 1101 Schematics & Diagrams, Measurement, 

Tools & Engines 0 =) i 
Development of ability to read and interpret blueprints, charts, and service manuals. 
Information on the basic principles of lines, views, dimensions, and notes. A course 
designed to give the student a broad knowledge of measuring and to interpret 
those instruments used to measure all factors relevant to engine repairs. 


DFT 1102 Schematics & Diagrams (Electrical 

& Fuel Systems) 1 . 2 
Development of ability to read and interpret blueprints, charts, and service manuals. 
A course designed to give the student a broader knowledge of schematics and 
diagrams as they relate to the automotive electrical and fuel systems. 
A course designed to give the student a broader knowledge of schematics and 
diagrams as they relate to the automotive electrical and fuel systems. 
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DFT 1103 Schematics & Diagrams (Chassis & 

Brakes, etc.) 0 3 1 
Development of ability to read and interpret blueprints, charts and service manuals. 
A course designed to give the student a broader knowledge of schematics and dia- 
grams as they relate to automotive brakes, chassis and suspension. 


DFT 1105 Blueprint Reading: Mechanical 0 3 1 
Further practice in interpretation of blueprints as they are used in industry; study 
of prints supplied by industry; making plans of operations; introduction to drafting 
room procedures; sketching as a means of passing on ideas, information and pro- 
cesses. Prerequisite: DFT 1104 or DFT 1202. 


DFT 1106 Blueprint Reading: Mechanical 0 3 i} 
Advanced blueprint reading and sketching as related to detail and assembly draw- 
ings used in machine shops. The interpretation of drawings of complex parts and 
eee for features of fabrication, construction and assembly. Prerequisite: 
DFT : 


DFT 1121 Drafting 3 TZ ¥/ 
An introduction to drafting and the study of drafting practices. Instruction is given 
in the selection, use and care of instruments, singlestroke lettering, applied geometry, 
freehand sketching consisting of orthographic and pictorial drawings. Orthographic 
projection, reading and instrument drawing of principal views, single auxiliary views 
(primary), and double (oblique) auxiliary views will be emphasized. Dimensioning 
and note practices will be studied with reference to the American Standards Asso- 
Ciation practices. Methods of reproducing drawing will be included at the appro- 
priate time. Prerequisite: None. 


DFT 1122 Drafting 3 6 5 
The trainee will study simple and successive revolutions and their applications to 
practical problems. Sections and conventions will be studied, and both detail and 
‘assembly sections will be drawn. Intersections and developments will be studied 
by relating the drawing to the sheet metal trades. Models of the assigned drawings 
will be made from construction paper, cardboard, or similar materials as a proof 
of the solution to the problems drawn. 


Methods of drawing and projecting axonometric, oblique, and persepctive drawings 
will be studied with emphasis on the practical applications of pictorial drawings. 
‘Various methods of shading will be introduced, and dimensioning and sectioning of 
_ oblique and axonometric pictorials will be done. Prerequisite: DFT 1121. 


DFT 1125 Descriptive Geometry a 3 3 
“Graphical analysis of space problems. The problems deal with practical design 
elements involving points, lines, planes, connectors, and a combination of these. 
Included as problems dealing with solid geometry theorems. Where applicable, each 
_ graphical solution shall be accompanied by the analytical solution. Prerequisite: DFT 
1121. 


“DFT 1131 Mechanical Drafting gle 3 12 vy: 
_An introduction to mechanical drafting beginning with problems concerning precision 
and limit dimensioning. Methods fastening materials, and fasteners; keys, rivers, 
“springs, and welding. Symbols will be studied and drawings will be made involving 

these items. Principles of design will be introduced with study of basic mechanisms 
of motion transfer; gears, cams, calculating dimensions will be studied. Drawings 


will be made involving these mechanisms. Prerequisite: DFT 1122. 


DFT 1132 Mechanical Drafting piahigses bib Anat 7 

Principles of design sketching, design drawings, layout drafting, detailing from By eue 
‘drawings, production drawings and simplified drafting practices constitute area 
study. Forging and casting drawings will be made from layouts. Specifications, par S 
‘list and bill of materials are emphasized in this course. The student will ueK op 3 
complete set of working drawings of a tool, jig, fixture or simple mac ae ie 
learn principles of design, handbook and manual usage. Prerequisite: DF ; 


: ; 3 2 
DFT 1201 Drafting: Mechanical | 1 
Introduction to drafting room procedures; sketching as a means of pase ieceette 
information and processes; the use of drafting instruments in the practice of lettering, 


dimensioning, orthographic projections, and working drawings. 
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DFT 1202 Drafting: Mechanical II Re eos es 4 
Additional instruction and practice in orthographic Projections, working drawing 
lettering and dimensioning; as well as introduction to sectioning, pictoral drawing 
and the use of drawing instruments for the graphical solution of geometrical problem 
Some emphasis placed on interpretation of shop blueprints to better prepare stude1 
for DFT 1105. Prerequisite: DFT 1201. 


DFT 1203 Drafting: Mechanical III ; ; O'\. hae ey 2 
A continued study of orthographic projection with emphasis on working drawings fo 
manufacturing processes, detailing, isometric and oblique drawings, and an unde 
standing of design. Considerable emphasis to be given to the drawing of fastener: 


cams, gears, etc. Drafting standards for assembly drawings to be studied. Prerequisite 
DFT 1202. 


ELECTRICITY 


ELC 1112A Direct Current Theory and Practice cre 9 6 
A study of the structure of matter and the electron theory, the relationship betwee! 
voltage, current and resistance in series, parallel and series-parallel circuits. Analysi 


of direct current circuits by Ohm’s Law and Kirchoff’s Law; sources of direc 
current potentials. 


ELC 1112B Alternating Current Theory and Practice 3 

A study of the fundamental concepts of alternating current including the generatio1 
of sine waves and other non-sinusoidal waveforms; a study of reactance, impedance 
power, resonance, and alternating current circuit analysis. 


ELECTRONICS 


ELN 1101 Troubleshooting Concepts 2 < 3 


A study of the techniques used in analysis of defective systems by block diagrams. 
Introduction to test equipment used in troubleshooting. 


ELN 1102 Systems of Troubleshooting . 2 3 3 
A study of troubleshooting radio and television receivers and other complete systems 
by block diagram analysis using audible and visual indications as the sensory device. 


ELN 1103 Introduction to Control Devices 5 9 8 
Introduction to vacuum tube and semiconductors used to control direct and alter- 
nating current. Applications of diodes, triodes, tetrodes, pentodes and transistors 


in power suppliers, voltage amplifiers, power amplifiers, oscillators and the advantage, 
disadvantage, and uses of each. 


ELN 1104 Application of Control Devices 5 2 8 
An in-depth study of vacuum tubes and semiconductor devices with characteristic 
Curves and manufacturers data used to understand how and why a circuit configura- 


tion behaves in a pre-determined manner, application and uses of the different 
configurations and simple design characteristics of each. 


ELN 1105 Industrial Electronics and Instrumentation 5 12 9 
z ee of electronic components and circuits used in industrial applications. In- 
Cluded is a study of sensory devices and detectors, the associated circuitry and 


Indicating devices, relays, switching and monitoring circuits and other devices ap- 
plicable to the field of industrial electronics. 


ree see ae MSL: and Analysis of Electronic Systems 
i e ana intenan f ; 4 : 
ponent troubles and their effect o Pate ete meats electron tem 


used in private entertainment an 
plications. 


an ON Communications 3 3 4 
methods. Included esi operating Principles, and the different types of communication 


IcluC cs are telephones, radio, television telemetry and other types 
of communications used in Private and industrial applications. J ‘x. 
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ELN 1108 FCC License 5 0 

A course to acquaint the student with the rules and regulations of the Federal 
Communications Commission. Also included are questions and answers to aid the 
student in acquiring a communication license. 


ELN 1109 Television Broadcasting 5 0 5 
A study of the operation of a broadcast station. Included are job classifications and 
the responsibility of each position. Special emphasis is placed on the actual per- 
formance of duties and the problems involved in the several departments of a 
broadcast station. 


ELN 1111 Audio-Visual Equipment Repair 3 3 4 
A study in the uses, operating instructions and repair of audio-visual equipment; 
included are topics on motion picture projectors, tape recorders, slide projectors, 
overhead and opaque projectors, and other types of audio-visual equipment. 

The major emphasis is directed toward the servicing and repair of the different 
types of equipment. 


ELN 1125 Radio Receiver Servicing 2 

Principles of radio reception and practices of servicing; included are block diagram 
and schematics of radio receivers, servicing techniques of AM and FM receivers by 
resistive measurements, signal injection and signal tracing, voltage analysis and 
methods of locating faulty stages and components. 


ELN 1127 Television Receiver Circuits & Servicing 10 

Principles of televisfon reception and practice of servicing included are block 
diagrams and schematics of monochrome and color television receivers, servicing 
techniques by resistive, voltage and image analysis, methods of locating and repairing 
defective stages or components. 


ENGLISH 


ENG 1101 Reading Improvement 2 0 2 
Designed to improve the student’s ability to read rapidly and accurately. Special 
machines are used for class drill to broaden the span of recognition, to increase 
eye co-ordination and word group recognition and to train for comprehension in 
larger units. Prerequisite: None. 


ENG 1102 Communication Skills 3 0 eh 
Designed to promote effective communication through correct language usuage in 
speaking and writing. Prerequisite: ENG 1101. 


ENG 1103 Report Writing 3 0 3 
This course includes a brief review of English grammar, spelling, and punctuation 
followed by a concentrated effort in the application of the fundamentals of good 
writing: sentence structure, proper development of descriptive reporting, and the 
mechanics of report construction. Practice in writing letters and various report 
forms will be given and some time will be devoted to oral speech and note taking. 
Prerequisite: ENG 1101. 


ENG 1104 Basic Communications | sh EAs, is) 
This course is primarily concerned with basic oral and written expression. A thorough 
review of English grammar will be the primary objective. Students will also study 
punctuation, spelling, sentence structure, simple paragraph development, and out- 
lining. 

ENG 1105 Basic Communications II 5 0 9 
A continuation of study of grammar, punctuation, spelling, sentence structure, report 
writing. During this quarter students will receive instructions in fundamentals of 
oral expression. 


ENG 1106 Basic Communications III. 5 0 5 
Continuation of ENG 1105 with emphasis on oral expression. 
ENG 1107 Reading Techniques 5 0 


Students will spend time in development of their own reading skills and learn 
fundamental phonics necessary to aid in a remedial reading program. 
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HEALTH 


HEA 1101 First Aid and Hygiene ae a 
Class time will be spent in a study of principles of healthy living, methods of 
disease prevention, body care and the study of first aid. 


MATHEMATICS 


MAT 1101 Fundamentals of Mathematics 5 0 5 
Practical number theory. Analysis of basic operations: addition, subtraction, multi- 
plication and division. Fractions, decimals, powers and roots, percentages, ratio 
and proportion. Plane and solid geometric figures used in industry; measurement 
of surfaces and volumes. Introduction to algebra used in trades. Practice in depth. 
Prerequisite: None. 


MAT 1102 Algebra 5 0 5 
Basic concepts and operations of algebra: historical background of our base—!0 num- 
ber system; algebraic operations: addition, subtraction, multiplication and division; 
fractions, letter representation, grouping, factoring, radio and proportions, variations; 
graphical and algebraic solution of first degree equations; solution of simultaneous 
equations by: addition and subtraction, substitution, graphing, exponents, tables and 
interpolations. Prerequisite: Satisfactory evidence that admission requirements have 
been met or MAT 1101. 


MAT 1103 Geometry 3 0 3 
Fundamental properties and definitions, plane and solid geometric figures, selected 
general theorems, geometric construction of lines, angles and plane figures. Dihedral 
angles, areas of plane figures, volumes of solids. Geometric principles are applied 
to shop operations. Prerequisite: None. 


MAT 1104 Trigonometry g 0 3 
Trigonometric ratios, solving problems with right triangles, using tables, and inter- 
polating, solution of oblique triangles using law of sines and law of cosines; graphs 
of may, eae functions. All topics are applied to practical problems. Prerequl- 
site: : 


MAT 1105 Fundamentals of Mathematics II 5 0 5 
Practical number theory, continuation of study of basic operations: addition, subtrac- 
tion, multiplication, and division. Fractions and decimals, powers and roots, per- 


centages, ratio, and proportion. Students will receive an introduction to Geometry 
and Algebra. 


MAT 1115 Electrical Mathematics 2) 0 s) 
An introductory algebra course with trigonometry and vectors needed in alternating 
current: algebraic operations of addition, subtraction, multiplication and division; 
use of letters and signs, grouping, factoring, exponents, ratios and proportions; alge- 
braic and graphic solutions of first-degree equations; introduction to trigonometric 
functions, their graphs and applications to right triangles, addition, subtraction and 
resolution of vector quantities. Prerequisite: None. 


MAT 1116 Electrical Mathematics 5 0 5 

A working knowledge of the powers of 10, Ohm’s Law for series and parallel 
circuits, quadratic equations, Kirchhoff’s Laws, trigonometric functions, plane vectors, 
alternating currents, vector algebra, and complex numbers. Prerequisite: MAT 1115. 


MAT 1123 Machinist Mathematics 3 0 “ 

Introduces gear ratio, lead screw and indexing problems with emphasis on applica- 
tions to the machine shop. Practical applications and problems furnish the trainee 
with experience in geometric propositions and trigonometric relations to shop prob- 


ae ee ee with an introduction to compound angle problems. Prerequisite: 


2 


MECHANICS 


MEC 1101 Machine Shop Theory and Practice 3 12 7 
An introduction to the machinist trade and the potential it holds for craftsmen. 
Deals primarily with the identification, care and use of basic hand tools and precision 
measuring instruments. Elementary lay-out procedures of lathe, drill press, grinding 
(off-hand) and milling machines will be introduced both in theory and practice. 
Prerequisite: None. 


MEC 1102 Machine Shop Theory and Practice 3 ilps v 
Advanced operations in layout tools and procedures, power sawing, drill press, surface 
grinder, milling machine shaper. The student will be introduced to the basic opera- 
tions on the cylindrical grinder and will select projects encompassing all the opera- 
tions, tools, and procedures thus far used and those to be stressed throughout the 
course. Prerequisite: MEC 1101. 


MEC 1103 Machine Shop Theory and Practice 3 We 7 

Advanced work on the engine lathe, turning, boring and threading machines, 
grinders, milling machine and shaper. Introduction to basic indexing and terminology 
with additional processes on calculating, cutting and measuring of spur, helical, and 
worm gears and wheels. The trainee will use precision tools and measuring instru- 
ments such as vernier height gauges, protractors, comparators, etc. Basic exercises 
ree elven on the turret lathe and on the tool and cutter grinder. Prerequisite: 

E : 


MEC 1104 Machine Shop Theory and Practice 3 12 fi 
Development of class projects using previously learned procedures in planning, blue- 
print reading, machine operations, final assembly and inspection. Additional processes 
on the turret lathe, tool and cutter grinder, cylindrical and surface grinder, advanced 
milling machine operations, etc. Special procedures and operations, processes and 
equipment, observing safety procedures faithfully and establishing of good work 
habits and attitudes acceptable to the industry. Prerequisite: MEC 1103. 


MEC 1105 Machine Shop Theory and Practice 3 ee 7 
This course stresses the development of skills and understanding of machining pre- 
Cision parts. Advanced machine processes are taught using the standard machine 
tools as well as specialized or production equipment, as applicable. Methods and 
procedures of checking and inspecting precision parts. Good housekeeping and safe 
working habits are stressed at all times. 


MEC 1106 Machine Shop Theory and Practice 3. ie yh 
Emphasis is placed on production methods and machines which includes set-up and 
operation for mass production. Instruction will be given on the turret lathe, milling 
machine, cylindrical grinders and other production machines. Considerable attention 
also to be given to specialized equipment such as N/C machinery, electrical discharge 
machines, gear hob or shaper, or others as available. 


MEC 1107 Jigs and Fixtures ; 2 Serine yee 
Develop understanding of principle and use of jigs and fixtures. Instructions in de- 
signing and drawing simple jigs and fixtures, as well as practice in their manufacture 
for use on course projects. Development of confidence and pride in producing high 
quality parts with the use of jigs and fixtures. . 


MEC 1113 Shop Processes ' jens oe Sy aee aS 
Study of practices used in metal working shops; introduction to how materials can 
be utilized, and to the processes of shaping, forming and fabricating metals. Demon- 
stration of the metal working lathes, grinders, drills, milling machines and finishing 
machines, shapers, planers, saws, broaches, and gear cutting machines. A study of 
the capabilities of these machines. Prerequisite: None. 


MEC 1114 Shop Processes 2 3 3 
Comparison of the unit-production and mass-production systems. Casting, forging 
and allied processes, welding and sheet metal working processes are demonstrated 
and discussed. Mass-production methods are studied in relationship to precision 
dimensional control. Prerequisite: MEC 1113. 


LS 


MEC 1124 Structure of Metals Sic we 
Elementary and practical approach to metals, their structure, markings, classifica- 
tions, and uses. Interpretation of properties and specifications of steels by use of 
manuals, catalogs, charts, etc. 


MEC 1126 Heat Treating Practice 0 3 1 
Working knowledge of the methods of treating ferrous and nonferrous metals. The 
effect of hardening, tempering, and annealing upon the structure and physical prop- 
erties of metals. Trainees will be given the opportunity to acquaint themselves with 
the equipment and processes of heat treating. Prerequisite: MEC 1124. 


MEC 1221 Machine Maintenance 

To instruct the student in the fundamentals of repairing machine tools and related 
equipment or accessories. Emphasis to be on manufacture of replacement parts; 
alignment or adjustment of pulleys, gears, gibs, and clutches; and modification or 
restoration of older equipment. 


PHYSICAL EDUCATION 


PED 1104 Softball 2 0 1 
PED 1106 Basketball Z 0 1 
PED 1108 Volley Ball 2 0 1 
PED 1101 Physical Education Activities 2 3 3 


Course is designed to acquaint students with various play ground activities, physical 
exercises, and other outdoor activities. Emphasis will be placed upon techniques 
for organizing groups in preparation for physical activities. 


PHYSICS 


PHY 1101 Applied Science o a 4 
An introduction to physical principles and their application in industry. Topics in 


this course include measurements, properties of solids, liquids, and gases, basic elec- 
trical principles. Corequisite: MAT 1101 or 1102. 


PHY 1102 Applied Science iS 2 4 
The second in a series of two courses of applied physical principles. Topics intro- 
duced in this course are heat and thermometry, and principles of force, motion, work, 
energy, and power. Prerequisite: PHY 1101, MAT 1101. 


NURSING 


PNE 1010 Fundamentals of Practical Nursing 

Introduces the student to nursing, to the agencies in which nursing is practiced and to 
the patient and his environment. Orientation to the fundamental principles that guide 
nursing action. Presentation of the general needs of patients such as comfort, safety, 
hygiene, nutrition, and activity. Body mechanics and rehabilitation are stressed. 
Principles of microbiology. Medical and Surgical asepsis. Nursing care plans, re- 
cording. Specific observational skills. Heat and cold as therapeutic agents. 


PNE 1011 Anatomy and Physiology 
A study of the body as an integrated whole and of the individual body systems; 
skeletal, muscular, nervous, sense organs, circulatory, respiratory, digestive, urinary, 


reproductive and endocrine. Presentation of the normal body as a basis for under- 
standing variations from normal. 


PNE 1012 Vocational Adjustment 


Philosophy and objectives of practical nursing. Nursing ethics. History of Practical 
nursing. The practical nurse as part of the nursing team. 


PNE 1013 Basic Nutrition 


The science of normal nutrition. Essential nutrients and physiological processes of 


digestion, absorption, and metabolism. Basic 4 food groups. Study of vitamins and 


available sources. Diet planning for all age groups in accordance with socio- 
economic status, religious, cultural and psychological needs. 
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PNE 010 Reading Improvement 
Designed to improve the students ability to read rapidly and accurately, to broaden 


the span of recognition, to increase eye coordination and word group recognition and 
to train for comprehension in larger units. 


PNE 1020 Medical-Surgical Nursing | 

Introduction of the student to the concept of understanding illness and disease as a 
deviation from the normal. Classification of diseases. Nursing care of the patient 
with skin disorders and allergies, cancer, and disorders or injury of the musculo- 
skeletal system. Diagnostic tests. Anesthetic agents. Pre-operative and post-operative 
care. Nursing care of the aged. Physiology, reactions, and nursing care of the patient 
with pain, fever, nausea or vomiting. 


PNE 1021 Introduction to Drug Administration 

An introduction to Drugs and their safe administration by the practical nurse stu- 
dent. Knowledge of drug sources, preparation, action and ill effects of misuse of 
drugs. Review of arithmetic. Systems for measuring drugs, conversion problems 
within systems and from system to system. How drugs are prescribed. Methods of 
administration. 


PNE 1022 Human Relations 

A study of basic principles of human behavior. Methods of communication. The 
practical nurse student’s understanding of herself and her patients. The Nurse- 
Patient relationship. The spiritual needs of patients. 


PNE 1023 Clinical Experience 


Beginning experience in the general hospital under supervision of nursing faculty. 
Application of theoretical knowledge in the practical situation. Patient assignment 
allows time for planning nursing care, recording and reporting. Attending to all 
needs of the adult patient, stress is placed early on hygiene and rehabilitation. Op- 
portunities to develop concepts of patients as individuals and of the practical nurse 
student’s role as a team member. Experience in simple bedside nursing techniques. 


PNE 1030 Medical-Surgical Nursing II 

Nursing care for patients having specific medical and surgical treatment. Includes 
disorders of the cardiovascular, respiratory, digestive, urinary, reproductive, nervous 
and endocrine systems. Also includes a study of diseases of the eye, ear, nose and 
throat and of the patient needing psychiatric care. Special diagnostic tests and drug 
therapy correlated with each disorder. Emergency care. 


PNE 1031 Clinical Experience _ 

Continued experience in the care of selected adult patients with specific medical 
and surgical treatments. Inhalation therapy, administration of oral medications and 
more complicated nursing treatments. Emphasis on observational skills and in- 
creasing awareness of the practical nurse’s contribution to total patient care as a 
participating team member. Contributes to nursing care plan and team conference. 


PNE 1040 Personal and Vocational Relations 

An advanced study of nursing ethics. Career opportunities in practical nursing. Job 
descriptions. Organizations for the graduate practical nurse. Employment practices. 
Continuing education. Legal aspects of practical nursing. State Board Examinations. 
North Carolina Nursing Law. 


PNE 1041 Maternity Nursin 

Modern aspects of LN deka ae Understaning of fundamental physiology of pan 
reproduction. Thorough presentation of prenatal, labor and delivery, and atl dette 
care. Emphasis is on normal pregnancy and delivery. Complications affecting the 
normal processes presented. 


PNE 1042 Nursing of Children 
History and peent: concepts of child care. Normal growth and development of 


children. Illness, the hospital and the child. Specific nursing needs for each age 
group in relation to his diagnosis. Communicable diseases of childhood. 


PNE 1043 Clinical Experience 
Experiences in nursing the mother and newborn child, and in nursing Seen ety i 
all age groups. Concepts previously learned in earlier quarters continued; medical- 
surgical asepsis, isolation technique. Communication methods. Practice in giving 


injections under direct supervision of nursing faculty. 


vi. 


POWER MECHANICS 


PME 1101 Internal Combustion Engine 3 ec 7 
Development of a thorough knowledge and ability in using, maintaining, and storing 
the various hand tools and measuring devices needed in engine repair work. Study 
of the construction and operation of components of internal combustion engines. 
Testing of engine performance; servicing and maintenance of pistons, valves, cams 
and camshafts, fuel and exhaust systems, cooling systems; proper lubrication; and 
methods of testing, diagnosing, and repairing. 


PME 1102 Engine Electrical and Fuel Systems De iD 10 

A thorough study of the electrical and fuel systems of the automobile, battery crank- 
ing mechanism, generator, ignition, accessories and wiring; fuel pumps, carburetors, 
and fuel injectors. Characteristics of fuels, types of fuel systems, special tools, and 
testing equipment for the fuel and electrical system. Prerequisite: PME 1101. 


PME 1103 Principles of Automotive Air Conditioning Zo 5 5) 
General introduction to the principles of refrigeration; study of the assembly of the 
components and connections necessary in the mechanisms, the methods of operation, 
and control; proper handling of refrigerants in charging the system. Prerequisite: 
PHY 1101. 


PME 1123 Brakes, Chassis & Suspension 3 12 7 
Principles and functions of the components of automotive chassis. Practical job in- 
struction in adjusting and repairing of suspension, steering and braking systems. 
Units to be studied will be shock absorbers, springs, steering systems, steering linkage, 
front end, types and servicing of brakes. Prerequisite: PME 1102. 


PME 1124 Power Trains | 12 7 
Principles and functions of automotive power train systems: clutches, transmission 
gears, torque converters, drive shaft assemblies, rear axles and differentials. Identi- 
fication of troubles, servicing, and repair. 


PME 1125 Auto Servicing 3 9 

Opportunity for the student to practice the principles and techniques learned in 
previous courses by means of service and repair work that can be made available. 
A close simulation to an actual automotive shop situation will be maintained and 
effort will be made to give the student a full range of testing and servicing experience. 


PME 1202 Auto Elect/Electronics 4 9 zs 

Thorough study of theory and operation of individual automotive electrical units. 
Analysis and repair of all automotive electrical components. To supplement the 
engine electrical course for first-year students and help them develop a knowledge 


of transistor circuits and their application to conventional electrical components and 
circuitry. 


PME 1203 Advanced Auto-Tune Up 4 s) 

Study of operation of various tune-up equipment. Shop practice in use of tune-up 
equipment on live projects. This practical course should help the student to increase 
his work experience with the more technical aspects of engine tune-ups and should 
develop his knowledge of the waveforms of the oscilloscope and other test units on 
the Tune-up Tester. The student should be able to put to practical use, the basic 
theory of electricity, storage batteries, ignition systems, cranking motors, charging 
circuits and engine principles which he has already learned. 


PME 1221 Advanced Front Suspension and Power Steering 1 3 Z 
A study of the various types of automotive frames (car and truck), theory of weight 
distribution, and front suspension parts mounting. Theory of operation, correct dis- 
assembly and assembly of all front suspension parts. Designed to give a thorough 
understanding of steering gears (power and standard), shock absorbers, springs, 
wheels, tires, power steering, pumps, rams, etc. Theory of steering geometry as re- 
lated to the construction of various automotive front ends. Theory of balancing and 
the correct use of various types of balancing machines. A study of and practice in 
the use of alignment specification charts and machines. Analysis and correction of 


tire wearing problems, vibrations, hard steering. duckin i 
tyres : » Vv , : , pulling, etc. Shop practice 
in diagnosis and correction of problems. i cid ; fay 
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PME 1224 Advanced Automatic Transmission 3 12 7 

In order to round out the Automotive Curriculum, a special course is incorporated 
here to give greater depth in the understanding of Automatic Transmissions. With 
the event of this type of transmission in the automotive field, a whole new area of 
service and repair has been opened up to the Auto Mechanic. This course acquaints 
the student with the basic principles of all automatic transmissions with detailed 
analysis of the components, fluid couplings, and torque converter. Theory of hy- 
draulic pressures coupled with gear trains, with emphasis on identification of 
troubles which develop in these components and the correct servicing and repair. 


PME 1226 Advanced Auto Servicing or Elective 2 9 5 
Emphasis on troubleshooting and repairing the various component systems of the 
automobile, providing an extra range (beyond that of PME 1125) of testing, adjusting, 
repairing and replacing experiences. 


ELECTIVES 

PME 1227 Power Accessories 5 0 5 
This course is designed to acquaint the student with the operation, service, and repair 
of power operated seats, windows, tops, windshield wipers, radio antennas; etc. It 
should insure the development of the student’s ability to understand and trace out 
the circuits of the electrical accessories, to enhance his skill in diagnosing troubles 
and repairing damaged circuits. He will apply his knowledge in drawing and reading 
schematic diagrams of electrical circuits. 


PSYCHOLOGY 


PSY 1101 Human Relations 3 0 3 
A study of basic principles of human behavior. The problems of the individual are 
studied in relation to society, group membership, and relationships within the work 
situation. Prerequisite: None. 


TEACHER ASSISTANT 


TAI 1101 Visual Aids Techniques Pn eS See 
Course designed to develop skill in use of tape recorder, motion picture projector, 
slide projector, and other audio-visual aids. 


TAI 1102 Visual Aids Techniques 7d TO ate: 
Continuation of TAI 1101. Student will learn to make transparencies, stencils, and 
spend additional time in operation of audio-visual machine. 


TA! 1103 Visual Aids Techniques 2 Ey 3 
Continuation of TAI 1102. 
TAI 1106 *Teacher Assistant Internship 0 20 5 


This course should serve to introduce both the assistant and the teacher to the 
teacher assistant program in operation. Each participant will be placed in a school 
and work under the direction of county, city, or federal officials responsible for 
aide programs. 


TAI 1107 *Teacher Assistant Internship 0 20 5 
Continuation of TAI 1106. 
TAI 1108 *Teacher Assistant Internship 0 20 5 
Continuation of TAI 1107. 
TAI 1109 *Teacher Assistant Internship 0 20 S 


Continuation of TAI 1108. (If Head Start or other programs are not in operation 
_ another course will be substituted.) 


TA! 1110 Personal Development 5 0 ss) 
Course is designed to create in student an awareness of the part personal appearance 
plays in job success. Posture, hair care, make-up, and dress will be given consideration. 
*These courses are designed for students from special programs who will have 
Teacher Assistant Internship each quarter. 
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WELDING 


WLD 1104 Basic Welding 2 3 3 
Welding demonstrations by the instructor and practice by students on selected proj- 
ects. Safe and correct methods of assembling and operating the welding equipment. 
Practice will be given in the various methods of oxyacetylene welding and cutting. 
as well as basic electric arc welding. 


WLD 1129 Basic Welding (Related) 2 3 S 
The various processes used for joining materials by welding are discussed. Lecture, 
demonstrations and practice cover the oxyacetylene and arc welding processes, 
filler metals used, gases, currents weldability of metals. Instruction is given in the 
set-up and safe operation of oxyacetylene and arc welding apparatus. Students prepare 
joints by both hand and machine cutting with the oxyacetylene torch. 


WLD 1130 Inter. Welding or Elective 1 3 2 
Study of and practice with the use of special materials. (Solder for wires and radi- 


ators), (Brass and cast for cast-iron blocks), (Aluminum for castings), (Silver solder 
for pressure joints). Prerequisite: WLD 1129 (Basic Welding). 


CERTIFICATE 
PROGRAMS 


Audio-Visual Equipment Repair—2 quarters 


Radio and Television Image Analysis and Repair—2 quarters 
Small Appliance Servicing—2 quarters 
Cosmetology—1200 hours (Extension) 
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AUDIO-VISUAL EQUIPMENT REPAIR 


INTRODUCTION 
Purpose of Curriculum 


Within recent years the number of audio-visual equipment items in use 
has increased rapidly and this trend is expected to continue. Factors 
contributing to this growth include increased utilization in classroom in- 
struction, in sales meetings, in private homes, and in other ways. Rapidly 
advancing technologies will result in a continuous introduction of new 
items. These developments will require expanded knowledge and skill of 
the individual who would qualify as a competent and up-to-date audio- 
visual equipment serviceman. 


This curriculum provides a training program which will provide the 
basic knowledge and skills involved in the use, maintenance and servicing 
of autdio-visual equipment. A large portion of the training time is spent 
in the laboratory verifying electrical principles and developing servicing 
techniques. The importance of customer relations will be stressed as an 
integral part of each course. 


Job Description 


Audio-visual equipment that does not operate properly is repaired by 
an audio-visual equipment serviceman. Basically, audio visual servicing 
involves utilizing the proper tools to determine why the equipment does not 
operate properly and then installing new parts, repairing parts, or making 
adjustments as they are needed. 


Depending upon ability and interest the potential exists for a serviceman 
to become a salesman, parts department manager, foreman, or owner of a 
repair shop. 


AUDIO-VISUAL EQUIPMENT REPAIR 


Class Title G Le GH 
‘ FIRST QUARTER 

ELN 31111 Audio-Visual Equipment Repair I 5 15 10 
DFT 31111 Schematic Reading 0 3 I 
ENG 31101 Reading Improvement 2 0 Ds 
a ae 

SECOND QUARTER 
ELN 31112 Audio-Visual Equipment Repair I 5 15 10 
PSY 31102 Customer Relations 3 0 ‘ee 
8 15 13 


AUDIO-VISUAL EQUIPMENT REPAIR 


CURRICULUM DESCRIPTION BY QUARTER 


FIRST QUARTER 


5 Seer : : 10 
ELN 31111 Audio-Visual Equipment Repair | Cie Gee hte | 

A study in the uses, operating instructions and repair of audio-visual eso ee 
Topics to be included are motion picture projectors, slide projectors, tape recorders, 
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viewing machines, printing machines, overhead projectors and other types of audio- 
visual equipment. The major emphasis is directed toward the servicing and repairing 
of the different types of audio-visual equipment. 


DFT 31111 Schematic Reading 0 5 1 


A course designed for acquiring the skills necessary for selecting, reading, and in- 
terpreting the appropriate schematic diagram. 


ENG 31101 Reading Improvement 

Designed to improve the student’s ability to read rapidly and accurately. Special 
machines are used for class drill to broaden the span of recognition and to train 
for comprehension in larger units. 


SECOND QUARTER 


ELN 31112 Audio-Visual Equipment Repair Il 5 15 10 
A continuation of ELN 31112. Special emphasis will be placed on refining the skills 
necessary for aduio-visual equipment repair. Prerequisite: ELN 31111. 


PSY 31102 Customer Relations 8) 0 3 

A study designed to provide the future employee with the techniques that improve 
customer relations and for developing a clientele by better understanding a customer. 
Emphasis will be placed on the factors that make a favorable image of an organiza- 
tion, that determine the elements of service, and that insure good customer service. 


RADIO AND TV IMAGE ANALYSIS AND REPAIR 


INTRODUCTION 
Purpose of Curriculum 


Within recent years the number of radio and television receivers in use 
has increased rapidly and this trend is expected to continue. Factors con- 
tributing to this growth include rising population and family formation, and 
rising levels of personal disposable income. Rapidly. advancing technologies 
will result in a continual introduction of modifications and improvements 
in the receivers. These developments will require expanded knowledge and 
skill of the individual who would qualify as a competent and up-to-date 
radio and television serviceman. 


This curriculum provides a training program which will provide the 
knowledge and skills involved in the installation, maintenance and servicing 
radios and televisions in the customer’s home. A large portion of the train- 
ing time is spent in the laboratory verifying electrical principles and devel- 
oping servicing techniques. Since many repairs will be made in the home, 


the importance of customer relations will be stressed as an integral part of 
each course. 


Job Description 


Radio and television receivers that do not operate properly are repaired 
by radio and television servicemen. Basically, servicing sets in the home 
involves utilizing the proper tools to determine why receivers do not 
operate properly and then installing new parts and making minor adjust- 


ments. Decisions are also made as to whether the receiver should be carried 
to the shop for repairs. 


Depending upon ability and interest the potential exists for a serviceman 


to become a salesman, parts department manager, foreman, or owner of a 
repair shop. 
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RADIO AND TV IMAGE ANALYSIS AND REPAIR 
Class Title C L CH 
FIRST QUARTER 
ELN 31132 Radio and TV Image Analysis and Repair I 5 15 10 
DFT 31111 Schematic Reading 0 3 l 
ENG 31101 Reading Improvement 2 0 Zz 
%% bi aia 


SECOND QUARTER 


ELN 31133 Radio and TV Image Analysis and Repair II 2) 15 10 
PSY 31102 Customer Relations 3 0 3 
8 ts Of, 13 


RADIO AND TELEVISION IMAGE ANALYSIS AND REPAIR 
CURRICULUM DESCRIPTION BY QUARTER 

FIRST QUARTER 

ELN 31132 Radio and TV Image Analysis and Repair | 5 IRS: 10 
A course designed primarily for training a serviceman to make simple analysis and 
repair of television and radio receivers while at the customer’s home. Much 
emphasis is placed on image analysis to determine the cause of trouble and to 
direct the serviceman to the area of trouble. Also emphasis is placed on when to 
attempt repair at the customer’s home or to take the set back to the shop. Included 


topics are: antenna installation and repair; radio and television receiver servicing 
techniques in the home. 


DFT 3111 Schematic Reading 0 a3 nd 
A course designed for acquiring the skills necessary for selecting reading and inter- 
preting the appropriate diagram. (Schematic Diagram). 


ENG 31101 Reading Improvement 2 
Designed to improve the student’s ability to read rapidly and accurately. Special 
machines are used for class drill to broaden the span of recognition and to train 
for comprehension in larger units. 


SECOND QUARTER 


ELN 31133 Radio and TV Image Analysis And Repair I! 5 TOie esl O 
A continuation of ELN 31132. Special emphasis will be placed on refining the 
skills of radio and TV image analysis and repair. Prerequisite: ELN 31132. 


PSY 31102 Customer Relations Shy Oars 

A study designed to provide the future employee with the techniques that improve 
customer relations and for developing a clientele by better understanding a customer. 
Emphasis will be placed on the factors that make a favorable image of an organiza- 
tion, that determine the elements of service, and that insure good customer service. 


SMALL APPLIANCE SERVICING 


INTRODUCTION 
Purpose of Curriculum 


Within recent years the number of appliances in use has increased 
rapidly and this trend is expected to continue. Factors contributing to this 
‘growth include rising population and family formation, and rising levels 
of personal disposable income. Rapidly advancing technologies will result 
in a continuous introduction of new items. These developments will require 
expanded knowledge and skill of the individual who would qualify as a 


competent and up-to-date electrical appliance serviceman. 
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This curriculum guide provides a training program which will provide 
the basic knowledge and skills involved in the installation, maintenance 
and servicing of electrical appliances. A large portion of the training time 
is spent in the laboratory verifying electrical principles and developing 
servicing techniques. Since many appliance repairs will be made in the 
home, the importance of customer relations will be stressed as an integral 
part of each course. 


Job Description 


Electric appliances that do not operate properly are repaired by ap- 
pliance servicemen. Basically, appliance servicing involves utilizing the 
proper tools to determine why appliances do not operate properly and then 
installing new parts, repairing parts, or making adjustments on such items 
as irons, toasters, radios, televisions, percolators, and other such items. 


Depending upon ability and interest the potential exists for a serviceman 
to become a salesman, parts department manager, foreman, or owner of 
a repair shop. 


SMALL APPLIANCE REPAIR 


Class Title G L CH 
FIRST QUARTER 
ELN 31130 Small Appliance Repair I 5 15 10 
DFT 31111 Schematic Reading 0 3 ] 
ENG 3110! Reading Improvement Z 0 z 
ay igh tei 
SECOND QUARTER 
ELN 31131 Small Appliance Repair II 5 LS 10 
PSY 31102 Customer Relations s) 0 3 
8 150 


SMALL APPLIANCE REPAIR 


CURRICULUM DESCRIPTION BY QUARTER 


FIRST QUARTER Class Title é : an 


ELN 31130 Small Appliance Repair | 5 15 10 
A course explaining the basic operating principles and repair techniques of small 
home type appliances. Included topics are: electric irons, toasters, percolators, 
vacuum cleaners, electric mixers, blenders and other home appliances. The major 
emphasis is directed toward the servicing and repair of the different appliances. 


DFT 31111 Schematic Reading OPS ls 

A course designed for acquiring the skills necessary for selecting, reading, and inter- 
preting the appropriate schematic diagram for the appliance. 

ENG 31101 Reading improvement 


. . 2 
Designed to improve the student’s ability to read rapidly and accurately. Special 
machines are used for class drill to broaden the span of recognition and to train for 


comprehension in larger units. 
SECOND QUARTER 


ELN 31131 Small Appliance Repair II 5 IS 10 


A continuation of ELN 31130. Special emphasis will be placed on refining the 
skills necessary for small appliance repair. Prerequisite: ELN 31130. 
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PSY 31101 Consumer Relations 3 0 fe 

A study designed to provide the future employee with the techniques that improve 
customer relations and for developing a clientele by better understanding a customer. 
Emphasis will be placed on the factors that make a favorable image of an organiza- 
tion, that determine the elements of service, and that insure good customer service. 


COSMETOLOGY 
INTRODUCTION 


Today the cosmetologist is called upon to advise men and women on 
problems of make-up, diet, and care of the hair, skin and hands, including 
the nails. Cosmetology has become a science consisting of the use of cos- 
metics based on scientific principles. The Cosmetology Curriculum is de- 
signed to prepare the student for employment in the field of cosmetology. 
The curriculum is designed to prepare the student for employment in the 
field of cosmetology. The curriculum provides instruction and practice 
in manicuring, shampooing, permanent waving, facials, massages, scalp 
treatments, hair cutting and styling. This curriculum is approved by the 
North Carolina State Board of Cosmetic Art Examiners. 


The 1200 hour cosmetology program prepares prospective beauty opera- 
tors for the North Carolina licensing examination. Classes operate on an 
eight hour per day schedule providing actual experience in such customer 
services as shampooing, care of the skin, massaging, and all other phases 
of cosmetology. 


Students may continue for additional hours of study in Advanced Hair 
Styling. Completion of this option qualifies the graduate for examination 
and licensing on the 1500 hour program required in some states. 


Job Description 


A trained beautician is in constant demand. She can find employment 
in the many beauty shops found in every community. A cosmetologist per- 
forms many functions in providing beauty service for customers. Some of 
the functions are manicuring, shampooing, permanent waving, facials, 
scalp treatments, hair styling, bleaching, and other services demanded of 
a beautician. 


COSMETOLOGY 
SUGGESTED CURRICULUM BY CONTACT HOURS 


A total of 1200 hours of training is required for graduation. Training consists of 
basic hair styling, advanced styling techniques, wig styling, permanent waving, 
coloring, facial and scalp treatments. Categorizing these subjects, the following is 
an hourly breakdown: 


SCIENTIFIC STUDY . Hours 
1. Law, as it pertains to practice of cosmetic art in North Carolina, 
ethics, economics, shop management and history of beauty culture. me) 
2. Sanitation, sterilization, personal hygiene, first aid i 
3. Bacteriology ae 
4. Anatomy . 
5. Digestion ; o 
6. Skin, scalp, hair, nails and their common disorders a 
7. Electricity, as applied to the practice of cosmetic art a 
8. Chemistry, as necessary to the practice of cosmetic art 
TOTAL 300 
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DEMONSTRATIONS AND LECTURES ON SCIENTIFIC STUDY 


Ly 


OW NIADARWN 


Law, as it pertains to practice of cosmetic art in North Carolina, 
ethics, economics, shop management and history of beauty culture. 
Sanitation, sterilization, personal hygiene 

Bacteriology 

Anatomy 

Digestion 

Skin, scalp, hair, nails, and their common disorders 

Electricity, as applied to the practice of cosmetic art 

Chemistry, as necessary to the practice of cosmetic art 

Finance and equipment 


TOTAL 


SUPERVISE DIERACIACE 


bechiege eine Aid te es 


Scalp treatments 

Shampooing and rinsing 

Hair dyeing and bleaching 

Hair dressing and styling 

Finger waving and comb waving 

Croquinole waving, round curling, paper curling © 
Permanent waving 

Facials, massage, packs, eyebrow arching 
Manicuring and arm moulding 


TOTAL 


ILLUSTRATED LECTURES ON PRACTICAL WORK 


— 
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Scalp treatments 

Shampooing and rinsing 

Hair dyeing and bleaching 

Hair dressing 

Finger waving and pin curling 

Croquinole waving, round and paper curling 
Permanent waving 

Facials, massage, packs, eyebrow arching 
Manicuring and arm moulding 


Cosmetics 
TOTAL 
Hours assigned: 1190 
Safety measures 10 
TOTAL 1200 


ADULT EDUCATION PROGRAM 


General Information 
Certificate Programs 
Occupational Extension 
Supervisory Development Training 
Law Enforcement Training 
Hospitality Training 

Fire Service Training 
Special Industrial Programs 
Farriering 

General Adult Education 
The Learning Center 
MDTA Programs 
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ADULT EDUCATION 
INFORMATION 


Pitt Technical Institute will provide any day or night class or training 
that is desired or needed by individuals, industries, businesses, civic groups, 
churches and community groups. Assistance is constantly solicited from the 
public to identify training needs for programs that Pitt Technical Institute 
will provide. 


Courses are usually conducted 2 or 3 times each week for 212 - 3 hours 
each session. Classes are taught on campus and in off-campus facilities 
such as public schools, community buildings, fire stations, industrial plants, 
churches, etc., throughout Pitt County and Greenville. 


A minimum of 10 members is usually necessary to begin any General 
Adult or Vocational class. Cost is 10¢ per hour of instruction and book 
cost if needed. Interested persons should submit an application by tele- 
phoning 756-3130, by mail or by visit to Pitt Technical Institute. 


EVENING CERTIFICATE PROGRAMS 


The following programs are conducted at night for adults who wish to 
earn evening certificates. The programs are designed to be completed 
within four to eight quarters. Certificates will be issued only upon comple- 
tion of the courses required in a particular program. Students may enter a 
program at the beginning of any quarter. The certificate programs do not 
prohibit any student from taking individual courses for personal improve- 
ment. Each certificate program and individual course is open to those 
persons who feel that they can do the work required and who have a need 
for such training. 


Courses within each program may be transferred for credit to the day 
certificate, diploma or degree programs if the students have met the admis- 
sion requirements stated in the general catalogue. For further information 
concerning the transfer of credit, students should contact the Director of 
Student Personnel. Each course to be transferred for curriculum credit is 
subject to evaluation by the chairman of a particular department. 


Architectural Drafting Certificate—Evening Program 
Nights Per Contact 


FIRST QUARTER Week Hours 
ARC 3106 Architectural Drafting | 2 66 
SECOND QUARTER 
ARC 3107 Architectural Drafting II 2 66 
THIRD QUARTER 
ARC 3108 Architectural Drafting II 2 66 
FOURTH QUARTER 
ARC 3220 Architectural Drafting IV 2 66 
FIFTH QUARTER 
ARC 3221 Architectural Drafting V 2 66 
SIXTH QUARTER 
ARC 3222 Architectural Drafting VI 2 66 
Totals 
Required for Completion 396 
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Architectural Drafting Certificate—Evening Program 


Nights Per Contact 
FIRST QUARTER Week Hours 


ARC 3106 Architectural Drafting | 2 66 
A course designed to provide fundamental knowledge of the principles of drafting. 
Basic skills and techniques of drafting included are: use of drafting equipment, 
lettering, freehand orthographic and pictorial sketching, geometric construction, 
orthographic instrument drawing of principal views. Projection problems dealing 
with principles of descriptive geometry, involving points, lines, planes, and con- 
nectors. The principles of isometric, oblique, and perspective drawings are introduced. 
Materials used in the construction of architectural structures will be studied. Manu- 
facturer’s specifications for materials, properties and standard sizes of structural 
materials, and construction techniques are included. 


SECOND QUARTER 

ARC 3107 Architectural Drafting Il 2 66 
Development of techniques of architectural lettering, symbols, and their interpretation; 
dimensioning, freehand and instrument drafting. Drawing of construction details, 
sections, scale details and full-size details will be prepared from preliminary sketches. 


THIRD QUARTER 

ARC 3108 Architectural Drafting III 2 66 
An approach in depth to the study of architectural drafting. Drawing of construction 
of details, using appropriate material symbols and conventions. A complete set of 
working drawings, including plans, elevations, sections, scale details and full-size 
details will be prepared from preliminary sketches. This course is a continuation 
of DFT 1132. 


FOURTH QUARTER 

ARC 3220 Architectural Drafting IV 2 66 
Drawing of plans and details as prepared for building construction including steel, 
concrete, and timber structural components. Reference materials will be used to 
provide the draftsman with skills and knowledge in locating data and in using hand- 
books. This course will deal mainly with commercial construction. 


FIFTH QUARTER 

ARC 3221 Architectural Drafting V ate) 66 © 
Advanced study for architectural drawing of commercial buildings. Consideration 1s 
given to coordination of mechanical and electrical features with structural and 
architectural components. 


SIXTH QUARTER 

ARC 3222 Architectural Drafting VI at 66 
Advanced work in the preparation of the complete set of working drawings for an 
architectural structure. Preparation of millwork drawings, cabinets and built-in 
equipment detail drawings, and door, window, and room schedules. Site plans will 
be studied and drawn. Final assembly of the complete set of plans for construction 
purposes will be made. Included in this course will be office practice, and general 
estimating and specifications. This course is a continuation of DFT 1135. 
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Automotive Mechanic Certificate—Evening Program 
Nights Per Contact 


FIRST QUARTER Week Hours 
PME 31101 Internal Combustion Engine 2 66 
SECOND QUARTER 
PME 31102 Engine Electrical & Fuel System 2 66 
THIRD QUARTER 
PME 31123 Brakes, Chassis & Suspension Z 66 
FOURTH QUARTER - 
PME 31103 Principles of Auto Air Condition 2 66 
FIFTH QUARTER 
PME 31124 Power Trains 2 66 
SIXTH QUARTER 
PME 31221 Front Suspension & Power Steering Pi 66 
Totals 
Required for Completion 462 


Automotive Mechanic Certificate—Evening Program 


Nights Per Contact 
FIRST QUARTER Week Hours 


PME 31101 Internal Combustion Engine 2 66 
Development of a thorough knowledge and ability in using, maintaining, and storing 
the various hand tools and measuring devices needed in engine repair work. Study 
of the construction and operation of components of internal combustion engines. 
Testing of engine performance; servicing and maintenance of pistons, valves, cams 
and camshafts, fuel and exhaust systems, cooling systems; proper lubrication; and 
methods of testing, diagnosing, and repairing. 


SECOND QUARTER 

PME 31102 Engine Electrical & Fuel System Z 66 

A thorough study of the electrical and fuel systems of the automobile, battery crank- 
ing mechanism, generator, ignition, accessories and wiring; fuel pumps, carburetors, 
and fuel injectors. Characteristics of fuels, types of fuel systems, special tools, and 
testing equipment for the fuel and electrical system. 


THIRD QUARTER 

PME 31123 Brakes, Chassis & Suspension 2 66 
Principles and functions of the components of automotive chassis. Practical job 
instruction in adjusting and repairing of suspension, steering and braking systems. 
Units to be studied will be shock absorbers, springs, steering systems, steering 
linkage, front end, types and servicing of brakes. 


FOURTH QUARTER 
PME 31103 Principles of Auto Air Condition 2 66 — 


General introduction to the principles of refrigeration; study of the assembly of 
the components and connections necessary in the mechanisms, the methods of 
operation, and control; proper handling of refrigerants in charging the system. 


FIFTH QUARTER 
PME 31124 Power Trains 2 66 
Principles and functions of automotive power train systems; clutches, transmission 


gears, torque converters, drive shaft assemblies, rear axles and differentials. Identifica- 
tion of troubles, servicing, and repair. 


SIXTH QUARTER 

PME 31221 Front Suspension & Power Steering Z 66 

A study of the various types of automotive frames (car and truck), theory of weight 
distribution, and front suspension parts mounting. Theory of operation, correct 
disassembly and assembly of all front suspension parts. Designed to give a thorough 
understanding of steering gears (power and standard), shock absorbers, springs, 
wheels, tires, power steering, pumps, rams, etc. Theory of steering geometry as 
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related to the construction of various automotive front ends. Theory of balancing 
and the correct use of various types of balancing machines. A study of and practice 
in the use of alignment specification charts and machines. Analysis and correction 
of tire wearing problems, vibration, hard steering, pulling, ducking, etc. Shop practice 
in diagnosis and correction of problems. 


Computer Programming Certificate—Evening Program 


Nights Per Contact 


FIRST QUARTER Week Hours 

EDP 3114 Introduction to Computer Concepts 1 33 

SECOND QUARTER 

EDP 3115 FORTRAN 2 44 

THIRD QUARTER 

EDP 3118 COBOL | 2 66 

FOURTH QUARTER 

EDP 3119 COBOL Il 2 66 

FIFTH QUARTER 

EDP 3211 Data Processing Applications | 2 66 

SIXTH QUARTER 

EDP 3223 R.P.G. | 2 44 

SEVENTH QUARTER 

EDP 3224 R.P.G. Il 2 44 

EIGHTH QUARTER 

EDP 3212 Data Processing Applications 1! 2 66 

Totals 

2 Quarters COBOL iS 

2 Quarters Data Processing Applications Log 

2 Quarters RaPs Gi 88 

1 Quarter Introduction 33 

1 Quarter FORTRAN 44 
Required for Completion 429 


Computer Programming Certificate—Evening Program 


Nights Per Contact 
FIRST QUARTER Week Hours 
EDP 3114 Introduction to Computer Concepts 1 33 
An introductory course in computers for the student who plans to pursue the degree 
in data processing as well as the student who desires a general non-technical knowl- 
edge of terminology and concepts. No previous knowledge or experience in data 
processing is required. 


SECOND QUARTER 

EDP 3115 FORTRAN 2 44 
A fundamental course in FORTRAN or PL/I! programming. The FORTRAN or 
PL/I language structure, statements, and programming methods and techniques are 
studied. The student will develop program logic and write FORTRAN or PL/I pro- 
grams for solving sample problems. 


THIRD QUARTER 

EDP 3118 COBOL | , ed Ay OG 
This course is designed to provide basic training in COBOL programming. The 
COBOL language structure, statements, and programming methods and techniques 
are studied. The student will develop program logic and write COBOL programs for 
solving sample problems. 


129 


FOURTH QUARTER 

EDP 3119 COBOL II 2 66 | 
A continuation of training in COBOL programming methods and techniques. This 
course is designed to provide the student with the opportunity to apply skills learned 
in COBOL I to typical business applications. 


FIFTH QUARTER one 

EDP 3211 Data Processing Applications | yd) 25 tit 66 
This course is designed to provide the student with sufficient knowledge in computer 
methodology to permit the use of computer in business. Emphasis will center around 
the computer environment with a in-depth study of the integration of the computer 
with business and industry. 


SIXTH QUARTER 

EDP 3223 R.P.G. | 2 44 
An introductory course in a report generator language appropriate for use with a 
small computing system. 


SEVENTH QUARTER 

EDP 3224 R.P.G. Il 2 44 
This course is a continuation of R. P. G. I with special emphasis on applications and 
programming procedures of the small business. 


EIGHTH QUARTER 

EDP 3212 Data Processing Applications Il 2 66 
This course emphasizes the preparation and utilization of operations data use in a 
typical business, case problems involving systems established for collecting the data, 
and generating information for organizational units are studied. Audit trails enabling 
the tracing of transactions back to the original source or forward to the first report 
are analyzed. Simulated data is used to demonstrate programming techniques (using 
COBOL) required in processing management information. Statistical analysis pro- 
gramming using a scientific language is studied as an aid to business decision making. 


Hotel-Motel Management Certificate—Evening Program 


Nights Per Contact 
FIRST QUARTER Week Hours 


Hotel-Motel Management 2 66 
HOS 3018 Introduction to Hotel-Motel Management 
HOS 3022 Motel-Motor Hotel 
HOS 3016 Hotel-Motel Law 


SECOND QUARTER 
Personnel Management 2 66 
HOS 3028 Supervisory Development 
HOS 3017 Human Relations 
HOS 3002 Communications 


THIRD QUARTER 
Property Management 2 66 
HOS 3029 Supervisory Housekeeping 
HOS 3020 Maintenance and Engineering 
HOS 3014 Organization and Administration 
Required for Completion 198 


Hotel-Motel Management Certificate—Evening Program 


FIRST QUARTER hi Neck saenies 


HOS 3018 Introduction to Hotel-Motel Management ¢ "2 

The subject matter traces the growth and development of the lodging industry from 
early inns to modern skyscraper hotels and highway motels. This course offers the 
beginner basic information on the lodging industry; its size and scope; the nature 
and scope of the market it serves; types of establishments it includes; how hotels and 
motels are organized; purposes and functions of each department . . Also stressed 
are the importance of the “hospitality attitude” and the role of the hotel/motel as 


130 


a competitive business in the free enterprise system. The challenging career oppor- 
tunities offered by the hotel-motel business are examined in this course, which also 
points up recent trends, including the growth of chain operation and the influence 
of motels. 


HOS 3022 Motel-Motor Hotel Management 

A single unit of study for operators of smaller properties, which is designed to 
provide a thorough understanding of the many administrative techniques required 
to manage today’s motel. Emphasis will be placed on these four areas of activity: 
customers, employees, building and equipment finances. The course also deals with 
financial consideration, space utilization, sales promotion, guest relations, guest room 
facilities, food and beverage facilities, accounting records, interpreting financial 
statements and administrating controls. 


HOS 3016 Hotel-Motel Law 

The course presents a highly technical subject in non-technical language. It is 
directed to all innkeepers and their executive personnel. Its purposes are to illustrate 
the consequences of lack of foresight on the part of management, to help the 
student to understand the attitudes of the courts when an innkeeper is involved in 
a litigation, and to create an awareness of the many responsibilities which the law 
imposes upon the innkeeper. The course also offers those who make, or interpret, 
managerial decisions safe and sound rules to assist them in avoiding lawsuits and 
legal pitfalls. 


SECOND QUARTER 
Personnel Management Z 66 


HOS 3028 Supervisory Development 

The objective of this course is to develop the supervisory ability of department 
heads and other supervisors. More specifically it seeks to provide information, tools 
and techniques through which you may develop more management-minded, cus- 
tomer-oriented, cost-conscious department heads; make more effective use of available 
manpower; foster a sense of belonging among department heads and employees. 
To achieve these goals the course deals with four major areas of the department 
head’s job: |. Dealing with people. 2. Communications. 3. Training. techniques. 
4. Cost consciousness and methods improvement. 


HOS 3017 Human Relations 

A course offering a basic knowledge of human behavior and suggestions of possible 
ways to channel that behavior so as to achieve worthwhile purposes. It provides 
some useful techniques for: understanding of guests in situations involving both 
normal behavior; minimzing correction points in getting work done smoothly and 
efficiently; maximizing individual initiative and its contributions to serving the 
guest. Case studies are used to illustrate principles of business psychology and the 
many ways in which employees and guests react to each other. Improved employee 
cooperation and guest relations are stressed. 


HOS 3002 Communications 
A study of the principles of cummunication, examining oral and written communi- 
cation and explaining how to get your message accepted. Special emphasis and 
attention will be given to: the theory of communication; application of communi- 
cation principles to basic management functions; effective listening; improving 
reading ability; developing speaking skill; communicating on the job; writing better 
letters; audio-visual communication techniques. 


THIRD QUARTER 
Property Management pes 66 

HOS 3029 Supervisory Housekeeping 

This course provides an introduction to the fundamentals of housekeeping manage- 
ment. Produced in cooperation with the National Executive Housekeeping Associa- 
tion, it stresses employee training, record keeping and executive responsibilities. 
The course examines in detail the organization of the housekeeping department, 
its relationship to other departments, essentials of leadership and supervision and 
ways to set and achieve objective through planning, implementation, staffing and 
scheduling. Also discussed are staff development, work methods improvement, 
equipment, cleaning materials and cleaning procedures, room design and safety. 
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HOS 3020 Maintenance and ally 

This course examines the organization of the Engineering Department and provides 
the technical information needed to_ establish effective preventive maintenance 
procedures. Completing this course will not make you a maintenance expert, but 
it will give you the ability to diagnose many common mechanical problems and 
take the proper steps to correct them. This course deals with electrical systems 
and acoustics, plumbing, heating, ventilation, refrigeration and air-condition, and 
elevators. It also covers selection of and decorating with paint, structural main- 
tenance, landscaping and contracts, fire prevention and protection, and kitchen 
equipment. A special section of the course is devoted to “Problems in Food Service 
Engineering.” 

HOS 3014 Organization and Administration 

This course analyzes managements’ functions and responsibilities in the lodging 
industry. The course traces the transformation of the traditional hotel into a modern 
business enterprise; evaluates the benefits of professional management, explains the 
use of organization in achieving owners’ goals. It also describes modern business 
communication techniques and discusses the growing influence of accounting in 
hotel/motel management. Other topics covered includes personnel management, 
guidelines for management self-appraisal, management's role in bringing the hotel/ 
motel (product) and the guest (market) together. Suggests planning and innovations 
aimed at solving the lodging industry’s major problems. 


Machinist Certificate—Evening Program 
Nights Per Contact 


FIRST QUARTER Week Hours 
MEC 31101 Machine Shop Theory and Practice | z 66 
DFT 31105 Elementary Blueprint Reading 1 so 
SECOND QUARTER 

MEC 31102 Machine Shop Theory and Practice Il 2 66 
DFT 31106 Advanced Blueprint Reading 1 33 


THIRD QUARTER 
MEC 31103 Machine Shop Theory and Practice III 2 66 


FOURTH QUARTER 


MEC 31104 Machine Shop Theory and Practice IV 2 66 

MAT 31101 Fundamentals of Mathematics 1 3c 

FIFTH QUARTER 

MEC 31105 Machine Shop Theory and Practice V 2 66 

MAT 31124 Applied Mathematics i} ao 

SIXTH QUARTER 

MEC 31106 Machine Shop Theory and Practice VI 2 66 

Totals 

6 Quarters Shop Theory and Practice 396 

2 Quarters Blueprint Reading 66 

2 Quarters Mathematics 66 
Required for Completion 528 


Machinist Certificate—Evening Program 


FIRST QUARTER cecal Bey 


MEC 31101 Machine Shop Theory and Practice | 2 66 

An introduction to the machinist trade and the potential it holds for craftsmen. 
Deals primarily with the identification, care and use of basic hand tools and 
precision measuring instruments. Elementary lay-out procedures of lathe, drill press, 


grinding (off-hand) and milling machines will be introduced both in theory and 
practice. 
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DFT 31105 Elementary Blueprint Reading 1 33 
Interpretation and reading of blueprints. Information on the basic principles of the 
blueprint including lines views, dimensioning procedures, and notes. Emphasis on the 
material is as it relates to industry. 


SECOND QUARTER 

MEC 31102 Machine Shop Theory and Practice II 2 66 
Advanced operations in layout tools and procedures, power sawing, drill press, 
surface grinder, milling machine shaper. The student will be introduced to the 
basic operations on the cylindrical grinder and will select projects encompassing 
all the operations, tools, and procedures thus far used and those to be stressed 
throughout the course. 


DFT 31106 Advanced Blueprint Reading 1 33 
Advanced blue print reading and sketching as related to details and assembly drawing 
used in machine shops. The interpretation of drawings of complex parts and 
mechanisms for features of fabrication, construction and assembly. 


THIRD QUARTER 

MEC 31103 Machine Shop Theory and Practice III fe 66 
Advanced work on the engine lathe, turning, boring and threading machines, grinders, 
milling machine and shaper. Introduction to basic indexing and terminology with 
additional processes on calculating, cutting and measuring of spur, helical, and 
worm gears and wheels. The trainee will use precision tools and measuring instru- 
ments such as vernier height gauges, protractors, comparators, etc. Basic exercises 
will be given on the turret lathe and on the tool and cutter grinder. 


FOURTH QUARTER 

MEC 31104 Machine Shop Theory and Practice IV Z 66 
Development of class projects using previously learned procedures in planning, blue- 
print reading, machine operations, final assembly and inspection. Additional processes 
on the turret lathe,:tool and cutter grinder, cylindrical and surface grinder, advanced 
milling machine operations, etc. Special procedures and operations, processes and 
equipment, observing safety procedures faithfully and establishing of good work 
habits and attitudes acceptable to the industry. 


MAT 31101 Fundamentals of Mathematics ] fe xd 
Practical number theory. Analysis of basic operations: addition, subtraction, multi- 
plication and division. Fractions, decimals, powers and roots, percentages, ratio and 
proportion. Plane and solid geometric figures used in industry; measurement of 
surfaces and volumes. Introduction to algebra used in trades. Practice in depth. 


FIFTH QUARTER 

MEC 31105 Machine Shop Theory and Practice V Bue Uae nObmy 
This course stresses the development of skills and understanding of machining preci- 
sion parts. Advanced machine processes are taught using the standard machine tools 
as well as specialized or production equipment, as applicable. Methods and pro- 
cedures of checking and inspecting parts. Good Housekeeping and safe working 
habits are stressed at all times. 


MAT 31124 Applied Mathematics 1 hos 

A follow-up of fundamentals of math with emphasis on machine shop applications. 
Includes simple geometric and trigonmetric solutions with the use of charts, tables, 
and other applicable devices. Designed to equip shop employees with a working 
knowledge of shop math without an in-depth study of math theory. 


SIXTH QUARTER 

MEC 31106 Machine Shop Theory and Practice VI ny hgg nth 2 66 
Emphasis is placed on production methods and machines which includes set-up and 
operation for mass production. Instruction will be given on the turret lathe, milling 
machine, cylindrical grinders and other production machine. Considerable attention 
also to be given to specialized equipment such as N/C machinery, electrical dis- 
charge machines, gear hob or shaper, or others as available. 
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Mechanical Drafting Certificate—Evening Program 
Nights Per Contact 


FIRST QUARTER Week Hours 
DFT 31121 Drafting | 2 66 
MAT 31101 Fundamentals of Mathematics 1 Bio) 


SECOND QUARTER 


DFT 31122 Drafting II 2 66 

MAT 31124 Applied Mathematics 1 ee) 

THIRD QUARTER 

DFT 31131 Mechanical Drafting III 2 66 

FOURTH QUARTER 

DFT 31132 Mechanical Drafting IV 2 66 

Totals 

4 Quarters Mechanical Drafting 246 

2 Quarters Mathematics 66 
Required for Completion a1 


Mechanical Drafting Certificate—Evening Program 


Nights Per Contact 
FIRST QUARTER Week Hours 


DFT 31121 Drafting | 2 66 

An introduction to drafting and the study of drafting practices. Instruction is given 
in the selection, use and care of instruments, singlestroke lettering, applied geometry, 
freehand sketching consisting of orthographic and pictorial drawings. Orthographic 
projection, reading and instrument drawing of principal views, single auxiliary views 
(primary), and double (oblique) auxiliary views will be emphasized. Dimensioning 
and note practice will be studied with reference to the American Standards Associa- 


tion practices. Methods of reproducing drawing will be included at the appropriate 
time. 


MAT 31101 Fundamentals of Mathematics 1 33 

Practice number theory. Analysis of basis operations: addition, subtraction, multi- 
plication and division. Fractions, decimals, powers and roots, percentages, ratio 
and proportion. Plane and solid geometric figures used in industry; measurement of 
surface and volumes. Introduction to algebra used in trades. Practice in depth. 


SECOND QUARTER 

DFT 31122 Drafting II 

The trainee will study simple and successive revolutions and their applications to 
practical problems. Sections and conventions will be studied, and both detail and 
assembly sections will be drawn. Intersections and developments will be studied 
by relating the drawing to the sheet metal trades. Models of the assigned drawings 


will be made from construction paper, cardboard, or similar materials as a proof 
of the solution to the problems drawn. 


Methods of drawing and projecting axonometric, oblique, and perspective drawings 
will be studied with emphasis on the practical applications of pictorial drawings. 
Various methods of shading will be introduced, and dimensioning and sectioning of 
oblique and axonometric pictorials will be done. 

MAT 31124 Applied Mathematics 1 eI) 

A follow-up to fundamentals of math with emphasis on machine shop applications. 
Includes simple geometric and trigonometric solutions with the use of charts, tables, 
and other applicable devices. Designed to equip shop employees with a working 
knowledge of shop math without an in-depth study of math theory. 


THIRD QUARTER 
DFT 31131 Drafting III 2 66 


An introduction to mechanical drafting beginning with problems concerning precision 
and limit dimensioning. Methods fastening materials, and fasteners; keys, rivers, 
springs, and welding. Symbols will be studied and drawings will be made involving 
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these items. Principles of design will be introduced with study of basic mechanisms 
of motion transfer; gears, cams, calculating dimensions will be studied. Drawings 
will be made involving these mechanisms. 


FOURTH QUARTER 

DFT 31132 Drafting IV 2 66 
Principles of design sketching, design drawings, layout drafting, detailing trom layout 
drawings, production drawings and simplified drafting practices constitute areas of 
study. Forging and casting drawings will be made from layouts. Specifications, parts 
list and bill of materials are emphasized in this course. The student will develop 
a complete set of working drawings of a tool, jig, fixture or simple machine and 
learn principles of design, handbook and manual usage. 


Secretarial Certificate—Evening Program 
Nights Per Contact 


FIRST QUARTER Week Hours 
BUS 3102 Typewriting | 2 55 
ENG 3206 Business Communications ; 33 
SECOND QUARTER 
BUS 3103 Typewriting II 2 5D 
BUS 3110 Office Machines i 33 
THIRD QUARTER 
BUS 3106 Shorthand | iz 55 
BUS 3112 Filing i 33 
FOURTH QUARTER 
BUS 3107 Shorthand Il 2 55 
BUS 3214 Secretarial Procedures 1 33 
Totals 
2 Quarters Typewriting 110 
2 Quarters Shorthand 110 
1 Quarter Business Communication 33 
1 Quarter Office Machines 33 
1 Quarter Filing 33 
1 Quarter Secretarial Procedures 33 
Required for Completion 352 


Secretarial Certificate—Evening Program 


Nights Per Contact 
FIRST QUARTER Week Hours 
BUS 3102 Typewriting | Aisi 55 
Emphasis is on study of key board, the mechanics of the typewriter necessary for the 
acquisition of elementary typewriting skills, and development of speed and accuracy. 


ENG 3206 Business Communication 1 Hove faker 
Emphasis is on the mechanics of writing business reports, letters involving credit, 
collections, adjustments, complaints, orders, acknowledgments, inquires, job appli- 


cations and data sheets. 


SECOND QUARTER 

BUS 3103 Typewriting II 2 95 ‘ 
Emphasis is on the development of speed and accuracy with further mastery 0 
correct typewriting techniques which are applied in tabulation, manuscript, corre- 
spondence, and business forms. 

BUS 3110 Office Machines ; | Flas 33. 
A general survey of the business and office machines. Students will receive training 
in techniques, processes, operation and application of the ten-key adding machines, 
full keyboard adding machines, and calculators. 
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THIRD QUARTER 

BUS 3106 Shorthand | nee 55 
A beginning course in the theory and practice of reading and writing Gregg Short- 
hand. Emphasis is on phonetics, penmanship, word families, brief forms and phrases. 
BUS 3112 Filing 1 33 
Fundamentals of indexing and filing, combining theory and practice by the use of 


miniature letters, filing boxes, and guides. Areas covered are Alphebetic, Geographic, 
Subject, and Numeric filing. 


FOURTH QUARTER 

BUS 3107 Shorthand Il 2 aia. 
Continued study of theory with greater emphasis on dictation and elementary 
transcription. 

BUS 3214 Secretarial Procedures 1 33 
Involves study of office routines, postal regulations, and secretarial responsibilities. 
Also includes practices of transcribing shorthand notes at typewriter. 


Supervisory Development Certificate—Evening Program 


Nights Per Contact 


FALL QUARTER Week Hours 
SDT 3018 Principles of Supervision 2 45 
WINTER QUARTER 

Psychology of Supervision 2 45 


SDT 3019 Science of Human Relation 
SDT 3014 Job Relation Training 
SDT 3004 Creative Thinking 


SPRING QUARTER | 
Supervisory Techniques 2 45 
SDT 3012 Job Analysis Training 
SDT 3013 Job Methods 
SDT 3008 Effective Writing 


SUMMER QUARTER 

Motivation Techniques 2 45 
SDT 3001 Art of Motivating People 
SDT 3006 Effective Communication 


; Totals 
Required for Completion 180 


Supervisory Development Certificate—Evening Program 


Nights Per Contact 
FALL QUARTER eek Hours | 


SDT 3018 Principles of Supervision a 45 

This course presents basic and general principles of effective supervisory techniques. 
The course is divided into seven (7) parts which includes: Fundamentals of Super- 
vision, Relationships on the Job, Communications, How to Train Employees, Per- 


formance and Job Evaluation, Job Management, and Work Improvement. This 
course may be taken in its entirety or individual parts. 


WINTER QUARTER 

Psychology of Supervision 2 45 
SDT 3019 Science of Human Relation 
This topic is designed to relate the development of the Science of Humanics. 
Emphasis is given to the following areas: Machines and the Human Element, The 
Personal Needs That Stimulate Behavior, Leadership and Supervision, Factors In- 


fluencing Attitudes, The Foundation of Business, Employer-Employee Relations, and 


a for Handling People. Several case studies are reviewed and discussed at 
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SDT 3014 Job Relation Trainin 

This topic is concerned with the fundamentals of Human Relations. It is, perhaps, 
the most popular and meaningful of all SDT courses. The topic content is divided 
into five (5) distinct sections which include: The Foundation of Human Relations, 
Bases for Decisions, The Four-step Problem Solving Methods, Taking Prevention 
Action, Importance of Getting the Facts. 


SDT 3004 Creative Thinking 

This topic is to improve attitudes and thinking abilities of supervisors, to develop a 
strong motivation to utilize one’s creative potential; also to develop a greater 
curosity in problem solving, and to gain open-mindedness toward ideas of others. 


SPRING QUARTER 

Supervisory Techniques 2 45 
SDT 3012 Job Analysis 
This topic is designed to familiarlize the supervisor with techniques necessary to 
gather facts about the specific operations and responsibilities of the job and what 
is entails, these include such areas as mental ability, skill, and physical requirements. 


SDT 3013 Job Methods 

Emphasis in this topic is placed on the importance of finding more efficient ways of 
completing daily tasks. Each participant is given an opportunity to study and submit 
a proposed method improvement project. 

SDT 3008 Effective Writing 

This topic is designed to help supervisors improve their writing skills involving 
reports, letters, and memoranda which are necessary in daily operation. Fundamen- 
tals of sentence structure and elements of clear, concise, and correct writing will be 
emphasized. 


SUMMER QUARTER 

Motivation Techniques 2 45 
SDT 3001 Art of Motivating People 
This topic is designed to show the importance of properly motivated employees in 
relation to production. Emphasis is placed on specific problems in the area of 
motivation. A further value derived from this course is to provide self-evaluation 
for those responsible for motivating others. 


SDT 3006 Effective Communication 

Emphasis in this topic is placed on clear and forceful oral, written, and implied 
communications. It will provide supervisors with an opportunity to improve their 
effectiveness in day-to-day communication with employees and fellow supervisors 
through face-to-face contact. 


OCCUPATIONAL EXTENSION 
NON-CREDIT: TECHNICAL AND VOCATIONAL COURSES 


Non-credit Technical and Vocational courses are offered to persons 
employed or are seeking employment at the skilled technical and voca- 
tional levels. Adults usually attend to increase their skills and under- 
standings, to improve their competency, and to qualify for advancement. 


Examples of available non-credit courses are: 


Blueprint Reading for Building Trades. _ 60 hours 
Principles of interpreting blueprints and specifications common to the building trades. 
Practice in reading details for grades, foundations, floor plans, elevations, walls, doors 
and windows, and roofs of buildings. Development of proficiency in making three- 
view and pictorial sketches. 


Basic Bricklaying. Evening Day 


66 hours 66 hours 
Instruction is provided in the use, care, and maintenance of tools and equipment. 
On-the-job safety practices are stressed and shop practices are provided in the basic 
manipulative skills. Laying out of walks, underpinnings, arches, chimney construc- 
tion, and use of block provide application of principles. 
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Cabinet Making. 66 hours 


One studies the use of hand tools and wood-working machines. Fundamental opera- 
tions and procedures for making joints, types and methods of construction, and some 
plan sketching are employed. 


Small Gasoline Engine Repair. ~  83ehours 
This course involves the theory and fundamentals of gasoline engine operation. 
Actual practice in servicing and repairing engines will enable the student to min- 
imize engine problems and correct existing ones. 


Basic Electricity. 95 hours 
A study of the electrical structure of matter and electron theory, the relationship 
between voltage, current and resistance in series, parallel and series-parallel circuits. 
To acquaint the student with Ohm’s Law, conductors and insulators, wire sizes, 
voltage drop, types of conduit, fuse rating and current protection, safety and first aid. 
The definitions and fundamental rules covered by the National Electric Code are 
introduced. 


Ward Attendant. 160 hours 
Training designed to prepare men and women to give effective nursing care to 
patients, to make and report observations, and to carry out routine aspects of ward 
management. Emphasis is given to the role of the nurses’ assistant. 


Other courses available are: 


Basic Arcawiel din ges weoee eon ees ne Senn res, rere eee rane 40 hours 
AGVanCed Arce Weldin ei: fay sets cect ei ee 40 hours 
@harteredelites Underwriter 4.29 ee ee eee 60 hours 
Insurance Adjusting (six 30 hour courses) ............. 180 hours 
Aviation Ground School). 2 =. 2... 2. ae a 40 hours 
Uniform:Gomimercialy Code ma s warjes. 5 uae eee 20 hours 
Stocks andyponds iyo eo a eels cane eee aa 30 hours 
Pesticid ester m-th ure in ee 1 a, Mra eo er 20 hours 
Farm Recorark Cepingie.- 2 <0) eae pee ee ee h2 On OUTS 
Ornamental’ Horticulture (esc eee ee 20 hours 
‘Lobaccoy Ticket sMarking 4 5am urccicce eee ae eee ene 80 hours 
TobaccorA uctioneéring a aie ae, eee rey ee 80 hours 


SUPERVISORY DEVELOPMENT TRAINING 


This program is designed to train and upgrade supervisors and poten- 
tial supervisors in business and industry. The current SDT program con- 
sists of twenty-two courses. Classes are held on campus, in local busi- 
nesses, and in industrial plants. Examples of SDT courses include: Princi- 
ples of Supervision, Human Relations, Effective Communications, Job 
Methods, Art of Motivating People, Industrial Safety, etc. 


LAW ENFORCEMENT TRAINING 


Several short courses and seminars are conducted to upgrade and train 
law enforcement officers. Some courses are as follows: Introduction to 


Police Science, Courts and Law, Laws of Arrest, Search and Seizure, 
General Criminal Investigation, etc. 


The school also offers a two-year associate degree curriculum in Police 
Science and Criminology. 


HOSPITALITY TRAINING 
Training is provided for personnel preparing to enter or who are al- 


ready in the motel, restaurant, hospital and retail businesses. Some of 
the subject areas are as follows: Front Office Procedure, Housekeeping, 
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Waiter-Waitress Training, Hotel-Motel Law, Sales Promotion, Human 
Relations, Communication, Basic Nutrition and Menu Planning, Overview 
of School Food Service, Use and Care of Equipment, Quantity Cooking, 
Quantity Food Preparation. 


FIRE SERVICE TRAINING 


Upgrading of fire service personnel is taken directly to the individual 
fireman. Training sessions are held in the local fire departments permitting 
the men to be trained as organized groups. Fire Service classes include: 
Forcible Entry, Rope Practices, Portable Fire Extinguishers, Fire Appara- 
tus Practices, Protective Breathing Equipment, Firefighting Procedures, 
etc. 


SPECIAL INDUSTRIAL PROGRAMS 


Classes may be in the immediate area in which the industry is engaged. 
The purpose of the course may be pre-employment training, on-the-job 
training, or the upgrading of the skills of present employees. 


In addition, special classes may be developed for training of personnel 
for a New Industry locating in the area. 


Courses are drafted to specific group needs. New programs and classes 
are scheduled at the time and place convenient to the interested group 
or individuals. 


There is no charge to the student or industry for such training. The 
potential class, however, must have a minimum of eight students. 


For assistance in developing occupational extension classes, inquiries 
and requests are welcomed by the Director of Occupational Extension 
Programs. 


FARRIERING (HORSESHOEING ) 


Farriering is a 12-week course that usually begins the first week of 
September and terminates during the first week of December. Tuition cost 
is $32.00, plus the cost of the textbook. Insurance is available at a nominal 
cost ($3.00). An activity fee of $5.00 is assessed each student. Students 
from out-of-state are charged tuition at the rate of 242 times that of state 
residents or $80.00. 


Applications are received and processed continually. Since the class 
size is limited, prospective students are urged to file applications early. 


GENERAL ADULT EDUCATION 


Adult Basic Education | 120 hours 
Classes for adults 18 years of age or older who have less than an eighth grade edu- 
cation. Basic subjects of reading, writing and arithmetic are studied. Classes are 
divided into Level I (grades 1-4) and Level II (grades 5-8). Instruction Is also 
given in family relations, budgeting and the world of work. Upon completion of the 
eighth grade, students will be able to begin their high school program. The classes 
are free of charge to the student. Students interested should contact the school for 
information about classes in their community, or enroll at the classroom when the 


classes are announced. 
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High School Preparation 120 hours 
Courses for grades 9-12 are offered for only the cost of books. The preparation can 
lead to the high school equivalency certificate which is awarded by the North Carolina 
State Department of Public Instruction upon qualification. The GED Examination 
is administered at Pitt Technical Institute the first two Saturdays of each month. 


Speed Reading ra 30 hours 
A course designed to improve reading comprehension by training to read more 
rapidly and accurately. The keystone machine is used for drill to broaden the span of 
recognition, and comprehension in larger units. Reading faults will be analyzed and 
principles of vocabulary building stressed. 


Public Speaking 30 hours 
A course designed to teach the student the fundamental techniques of effective public 
speaking, from making simple announcements to delivering a formal address. Stu- 


dents will be given the opportunity to develop short talks and to present them before 
the class. 


Emergency Auto Care for Women 20 hours 
A course designed to teach women the basic fundamentals of how an automobile 
operates, how to make tire changes, and simple emergency repairs. Periodic pre- 
ventive maintenance and general upkeep will be emphasized. 


Sewing | : 36 hours 
A course for beginning sewing students, including the basic information necessary 
for construction of simple garments from patterns. Areas covered are as follows: use of 
the machine, pattern selection and alteration, fabric selection and preparation, linings 
and interfacings, construction techniques, fitting, and pressing. 


Sewing II _ 36 hours 
A continuation of Sewing I, for students with some knowledge of sewing. New areas 


covered are as follows: analysis of self as related to pattern and clothing selection, 
principles of design, zipper insertion, and advanced construction. 


Sewing III 36 hours 
Continuation of Sewing II. 


Tailoring 36 hours 
A course for the advanced student of sewing who has completed Sewing III or its 


equivalent. It includes the application of sewing techniques in working with heavy 
fabrics, such as wool, and the construction of suits and coats. 


Flower Arranging 18 hours 


Art principles as related to live flower arrangements. Areas covered include uses of 


Owers, Containers and accessories, design principles, color and texture, and arrange- 
ment for special occasions. 


Knitting | 30 hours 
A course in the basic procedures of hand knitting, including the construction of 


articles from simple to advanced. Students are required to furnish needles and thread. 


Interior Decorating 30 hours: 


A course designed to give the student greater understanding and appreciation of 
furniture styles, use of color and design in fabrics, floor coverings, and accessories. 


It includes a complete study of room arrangement, color, backgrounds, period style 
in furniture, and current trends. 


Stenoscript ABC Shorthand 60 hours 


A successful system of shorthand based upon phonetic spelling. The course enables 
a person to master shorthand in the shortest time, at the least expense, and at speeds 


necessary. 
Income Tax 30 hours 


A course designed to give the student information that will be helpful in completing 


personal income tax forms, Federal and State Tax laws procedures, and practical 
applications are included. 
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Modern Math for Parents 18 hours 


A short orientation course to help parents better understand the new math now being 
taught in the local public schools. 


Driver Education 60 hours 
A course designed to teach adults how to drive an automobile. It consists of 6 hours 
of classroom instruction teaching “Traffic Laws and Highway Safety,” to enable the 
student to obtain a learner’s permit from the License Bureau: followed by 30 hours 
in the classroom with the textbook “Let’s Drive Right”, twenty-four hours are re- 
quired in the car — sixteen observing and eight driving. The 24 hours may be taken 
simultaneously with the 36 hours classroom instruction if scheduling permits. 


Other available courses are: 
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THE LEARNING CENTER 


The Learning Center is set up by the Department of Community Col- 
leges for students who wish to learn on their own. Study areas include 
the following: Preparation for taking the high school equivalency test; 
preparation for entrance into a curriculum program; college preparation; 
upgrading in specific areas; and study of subjects for personal satisfaction. 


WHEN? 

The center is open Monday through Thursday, from 9:00-5:00 and 
7:00-10:00, and on Friday from 9:00-3:00. You may apply at any time 
during these hours, and may study at any time. 


WHERE? 
Pitt Technical Institute is located on Highway 11 south of Greenville, 
North Carolina. Phone PL6-3130. 


ADMISSION? 

Anyone age 18 years or older who is not presently enrolled in a sec- 
ondary school may enroll in the center at no charge. (High School stu- 
dents may enroll with the principal’s written permission.) 


ATTENDANCE? 

Regardless of your previous education — you start where you left off 
—there are programmed materials for you. We will help you start at 
whatever level and in whatever subjects you want or need. You may study 
as many hours each day and as many days each week as the center 1s open. 
Your progress will be limited only by your ambition and ability. There are 
no class periods. Each student sets his own work sessions. You work toward 
your own goal at your own pace in a program individually designed for 
you with the help of the coordinator. 
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HIGH SCHOOL EQUIVALENCY TESTS 


Pitt Technical Institute has been designated an official testing center 
for the General Educational Development Tests by the American Council 
on Education. The State Department of Public Instruction will issue a 
“Certificate of High School Equivalency” to adult residents who have not 
completed high school provided they meet the following requirements: 


1. Make a standard score of 35 or above on each of the five tests and 
an average standard score of 45 on all 5 tests. 

2. Be nineteen years of age or older (an 18 year old may take the test 
provided he has been out of the public schools for 6 months). 

3. Make application for tests on official application blanks that are 
available at Pitt Technical Institute and in the offices of the City 
and County Superintendents of Schools. 

4. Pay a test fee of $3.00. 


The GED tests will be given at the Institute on the first two Saturdays 
of each month from 8:00 A.M. till 1:00 P.M. It will take both Saturdays 
to complete the battery of 5 tests. 


Training for high school completion is available at the Institute. 
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